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PREFACE. 



riTHE present work is intended to constitute a complete manual 
of practical Book-keeping for the use of Traders. Its range 
is restricted within the limits of those special forms and methods 
of Book-keeping which are adapted to the operations of 
GsNE&^L Inland Business, and all other forms and methods, 
applicable to other and different branches of conunerce, are kept 
out of view as irrelevant to its design. I have, consequently^ 
made no mention of those particular forms of Book-keeping 
which are used by Merchants, Bankers, Professional men, or 
Public Companies. I have also omitted, as unnecessary in a 
practical treatise for business men, all such elementary matter 
as has been commonly provided in works on Book-keeping, 
expressly for the use of Schools, and suitable only for that 
purpose. A knowledge of the first rudiments is presupposed, 
and the work is intended and professes to be a companion for 
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the counting-liouse — a book-keeper's complete guide, with the 
assistance of which every man may find the path marked out 
before him, by following which he can easily supply whatever 
may be required to place his own accounts in a perfect form. 

This work is, then, a Treatise on Trader's Book-keefino; 
and my aim and design has been, that as such, it shall 
be found to be Aill, comprehensive, and complete. I have 
given forms suitable for the accounts of every description of 
inland business; first laying down a principle of universal 
applicability, and then proceeding to indicate the methods 
and processes by which that principle is to be applied in 
businesses of every diverse character. I have furnished the 
fullest and most minute explanations of the Theory and 
Principles of scientific Book-keeping, with the object of 
rendering them plain, clear, and easy to every understanding. 
And the New Improved System I advocate, has many points 
of novelty and advantage. It supplies the processes by which 
a large Set of Books may be balanced with the greatest possible 
clearness and perspicuity, and the accounts of the smallest 
Trade presented in a perfect form with ease. It is, in short, 
a method by which perfect Book-keeping may be obtained in 
every business, without difficulties or complications, and with 
the least possible trouble and labour. 

It is a well-known and admitted fact that good Book-keeping 
has, up to this time, been very much disregarded by a large 
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number of persons engaged in business. If this circumstance 
be in any measure attributable to the want of a sufficient 
practical treatise, explanatory of the methods by which good 
systematic Book-keeping, founded on correct principles, may 
be obtained in all cases, including every small business, with 
ease and certainty, I will venture to hope that the present work 
may fill the vacant place, and prove to be substantially useM 
to the commercial world at large, in bringing, as it does, a 
thoroughly good, accurate, and reliable system of Book* 
keeping within the reach of every trader. 

Good Book-keeping becomes wonderfdlly easy by practice, 
and^ when once learned and understood, can be maintained 
constantly without difficulty. Every man, it is true, who has 
experienced a personal acquaintance with its advantages, will 
always consider it of paramount importance, and be quite 
willing to devote, if need be, some amount of time and trouble 
to secure it, in the full conviction that labour so expended 
will be abundantly repaid. But the attainment of good Book- 
keeping requires no arduous labour and no special skilL It 
demands no painful sacrifice of time^ but only ordinary in- 
telligence and the possession of a good system; and there is 
no substantial reason existing why the books of all traders 
should not, universally, in every case, without any exception, 
from the largest to the smallest, be arranged on a good 
principle, kept legibly and systematically, and made to show 

the proper residts of good Book-keeping — that is, an Accoum 
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OP Gross and Net Profit, and the correct State of the 
Affairs of the Business, from week to week. To provide 
and illustrate the best forms and methods by which these 
results may be obtained in every business, is the object of the 
present work. The New Improved Universal Syctem 
embodies the results of practical experience, the forms and 
methods of which it consists are such as have been found 
necessary, or have been adopted with advantage, in actual 
business use, and the guiding principles imderlying them all 
are utility of purpose, ease of execution, and economy of 
trouble. In compiling them as they now appear, I have, from 
first to last, avoided all undue deference to ancient form and 
precedent ; my care has been to apply to the subject the light 
of common sense ; I have discarded every figure and every 
expression that appeared to be destitute of a substantial utility, 
and the ends and results of the Book-keeping are obtained, in 
all cases, in the shortest manner, and by the most direct road. 
Indeed, I may say that throughout the whole of the three 
model Sets of Books and Supplementary Forms, there is not a 
single figure of unmeaning repetition, or that can be deemed 
superfluous. 

I will here make the observation, that throughout the work 
it has been assumed that the correct balance of the Ledger — 
that is, the exact correspondence of the Dr. and Cr. sides — is a 
sufficient proof of the accuracy of all the postings ; but this, 
though true to a certain extent, is not so absolutely. Some 
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errois may occur which camiot be discoyered by this testy 
since they do not affect the correctness of the totals, or 
balances, taken collectiyely ; as for example, the error of a 
som carried into the Ledger to the debit or credit of the wrong 
account. Against this, and all errors of the same class, there 
is one, and only one, sufficient check, which consists in the 
careful calling over of the books after they have been posted. 
This operation is therefore essential, and its regular perform- 
ance should always be considered a necessary duty. On this 
point I may be permitted to make a suggestion. The calling 
oyer of the books may be done, either by the book-keeper, or 
by a professional Accountant employed for the puipose. The 
latter course is in many cases of special utility, and I will take 
leave strongly to recommend it, as a course at all times greatly 
to the advantage of the trader. The Accountant's attendance 
at fixed and regular intervals wUl have the effect of ensuring 
punctuality and regularity on the part of the book-keeper ; his 
accuracy and attention 'may be certainly relied on ; in some 
circumstances, such as when changes in the counting-house 
happen to occur, his superintendence and experience is of the 
greatest service ; and last, though not least, his employment 

IS GENEBALLT ADVANTAGEOUS TO THE INTEREST OF THE 

BUSINESS. I have in my own office a very large number of 
regular engagements for the audit of trader's accounts, and 
consequently speak from experience, and I express my sincere 
conviction when I say, that usually, and as a rule, the employ- 
ment of the professional auditor is profitable, that is to say, the 
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savings of time, trouble, and money, that are effected in con- 
sequence of his supervision of the accounts, more than 
counterbalance the expense of his employment. The trader 
consequently secures the assistance and co-operation of a 
confidential adviser, and at the same time effects a positive and 
direct benefit to his pecuniary interests. 

I have only to add in conclusion, that if any purchaser of 
this work who may wish for additional explanations, or more 
specific information on any point referred to in it, will 
communicate with me, either personally or by letter, I shall 
be both wiUing and pleased to give them. 

R. Y. BARNES. 

52, Grackchurch Street, 

London, E.G., March 20th, 1869. 
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A NEW AND IMPROVED 

UNIVERSAL SYSTEM OF BOOK-KEEPmG. 



CHAPTER I. 

INTBODUCTOBY. — ON THJB IMPOBTANCE AND ADVANTAaXS OF 
GOOD BOOE-KEBPIKQ. 

The yalae and importance of a good systematic method of 
Book-keeping to every trader can scarcely be over-estimated. 
No proof is needed to show that to those mercantile and 
commercial houses whose transactions are large, both in 
nnmber and amount, a good method of book-keeping is an 
indispensable condition, and a matter of th^ first necessity. 
And to firms of less magnitude, who cannot afford to pay 
large salaries to highly-quaUfied book-keepers, and to all 
the numerous class of retail traders, large and small, a good 
system of book-keeping is very far from being a thing of 
slight importance. 

Good book-keeping has been justly said to lie at the very 
foundation of sound trade; and no honest, conscientious 
trader, who wishes to prosper, can afford to neglect it. 

It is, however, a fact that a large number of men engaged 
in business have no sufficient accounts, and have never 
paid any practical attention to systematic book-keeping, 
which they are accustomed to regard as a thing of no 
consequence, if not altogether imattainable, a requirement 
of large businesses which may be conveniently dispensed 
with in small ones, and a subject on which time and labour 
need not be bestowed. 

This notion is a mistake in every way. Every man in 

B 
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2 BABNES S NEW IMPBOVED 

business must Jceep accounts; and every man who keeps 
accounts will necessarily benefit his interests by keeping them 
well, whether his transactions are large or small. There is 
no reason why a man in the smallest business should not be 
possessed of a set of account books showing the whole of 
his transactions and their results as perfectly and completely 
as those of the largest houses. And a little pains expended 
in effecting this object is very far from being expended 
disadvantageously ; But, on the contrary, a good system of 
book-keeping will invariably be found to save labour, to 
prevent trouble, and to increase profits. 

A good system of book-keeping, founded on scientific 
principles, need not be complicated or difficult. Some pre- 
judice on this point has been occasioned by the fact of the 
great preponderance which has been given, in most exist- 
ing treatises, to those forms and methods of Double-Entry 
Book-keeping, which are specially required by merchants, and 
designed for foreign trade; and there is a largely existing 
idea that '^double-entry" book-keeping must of necessity 
be artificial and laborious, abounding in technical elabora- 
tions, and too cumbrous for adoption in ordinary, or par- 
ticularly in retail businesses. But the fact is, that the 
principles by which all accounts are guided are of universal 
application; and a systematic method, founded upon those 
principles, may be constructed so as to suit the requirements 
of every existing business. The form and manner depend 
on special circumstances, and are capable of infinite varia- 
tions, while the guiding principle remains always the same. 
The method of accounts most suited for the use of a mer- 
chant will differ from that required by a banker, and this 
will vary again from that which is most appropriate for a 
shop-keeper, while every different business will call for 
some peculiar modifications of its own. Yet the whole will 
always be governed by one uniform principle, and the labour 
expended should be just in proportion to the magnitude of 
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the transactions. In large hnsinesses book-keeping by doable 
entry inYolves a large amount of labour, not because a difficult 
system is used, but because the transactions are large and 
complicated. In smaller businesses, where the transactions 
are reduced in their dimensions, the record of them becomes 
shorter, and will present a simpler and less complicated ap- 
pearance; while in the smallest, by .the use of a system 
founded on correct principles, the accounts may, without any 
difficulty, be as well kept as in the largest, and so as to yield 
equaDy accurate and complete results. 

Again, a good system of book-keeping involves no un- 
necessary expenditure of time and trouble, since it can be 
€»rried out with a small amount of care and labour, and will 
bring with it great. and substantial advantages. 

Some of these advantages will be more plainly seen by 
contrasting them with the disadvantages that arise from the 
absence of good book-keeping. A large class of traders have 
been, and still are, satisfied to keep their books by the in- 
complete method known as " Single Entry'' — ^a system which 
scarcely aims at any higher object than to provide a record of 
the debts that are owing, — and they must necessarily be pos- 
sessed of a very inexact and imperfect knowledge of their 
whole affiurs. There are many prosperous traders deriving 
considerable incomes firom their businesses, who, owing to their 
having no systematic accounts, are quite unable to make out 
a perfectly correct statement of their profits for a year ; and 
there are a very large number whose income is uncertain, 
whose position is exposed to some amount of risk, and whose 
books fail to provide them, although that knowledge is of 
vital importance to them in their circumstances, with a reliable 
account of the Gross and Net Value of the trade they are 
carryii^ on. And the consideration naturally arises, how 
easfly a trader may be absolutely ruined and reduced to 
insolvency, simply by the want of proper book-keeping. With 
the natural tendency which exists in every man's mind to take 

B 2 
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a sanguine view of tilings^ and imagine tbem to be better 
than they are, lie permits himself to incnr a disproportioned 
expenditnre, and finds out, when it is too late, that he has 
irretrievablj committed himself; and if, unfortunately, he 
should become unable to pay in full the liabilities he has con- 
tracted, he is exposed to the grave imputation of a want of 
integrity in not having kept proper accounts. He has at least 
not given such a proof of honesty and conscientiousness as 
would have been found in the fact of a clear and distinct set 
of books. A set of books kept thoroughly well is certainly 
and always prima fade evidence of a man's honest and 
honourable intentions; and, on the other hand, insolvency is 
almost invariably accompanied by bad book-keeping. It is 
rarely found that any man who becomes bankrupt is able to 
give a true account of the property that has come into his 
possession, and to what purposes he has applied it ; to show 
what he has lost in his trade, and what he has spent in his 
family; or to make out and present a balance-sheet that is not 
fabricated. 

Bad book-keeping is in many ways directly wasteful, and a 
cause of loss. Gt)ods may be sent out and lost through a 
defective method of ehtry. Book debts may be lost through 
careless posting, or marked off without having been paid. In 
various channels losses may be incurred through the absence 
of a sufficient control over the accounts. Fraud and pecula- 
tion, where several persons are employed, may very often be 
carried on to a considerable extent, under the cover of a 
defective method of entry, with long-continued impunity. 
Such malpractices are, by bad book-keeping, first invited, and 
afterwards concealed. And where there is no good system ii» 
use, the amount of time and trouble expended in obtaining 
information, and clearing up doubtful points, will often be 
largely greater than the entire labour which would be required 
to place and maintain the whole of the accounts in a more 
perfect form. 
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The adyantage.to eyery man in business of being possessed 
of an accurate and complete knowledge of tbe whole of his 
affairs^ is too evident to require illustration. Knowledge is 
power; and it is evident that in order to enable a man to 
make the best of the circumstances in which he may be 
placed^ he must first be possessed of complete and exact in- 
formation relative to them. Now, with a proper system of 
book-keeping in use, the proprietor of any business has before 
him, every week, the sales, the parcWes, the receipts, the 
payments, the expenses ; all so arranged, that the amounts of 
each are clearly and distinctly seen, and any variation from 
such sums as are expected, and are usually, or ought under 
the circumstances to be found standing, are immediately and 
obviously made manifest : and at any time, by consulting the 
proper place of entry in the books, an accurate and reliable 
answer may be obtained immediately, to any question that 
may be raised in reference to the position of the business. 
Thus no knowledge will be wanting which is needed to place 
the trader in a position in which he may most readily guard 
against loss, or avail himself of any channel by which his 
interests may be benefited. 

And how great must be the satisfaction to the mind of a 
conscientious young man when he commences a business on 
his own responsibilities, to feel that he is able to keep such 
an account of all his transactions, that he may know, with a 
reasonable degree of certainty and exactness, the amount of 
his earnings every week. A retail trader should ' know each 
wiKX how much his Net Profits are, with as much certainty as 
his shopman knows the amount of his wages. He should 
know what he has earned, and how much he may spends and 
thus regulate his personal expenditure exactly in accordance 
with an accurate knowledge of the profits of his trade. If 
this upright and consistent course were generally adopted, 
how few would be the failures in business, and how large an 
amount of sufiering and misery, as well as loss would be 
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prevented. And with a correct system of book-keeping it is 
not attended with any difficulty. 

There are special drcnmstances^ such as partnerships^ where 
it is an indispensable condition that the books should be kept 
with undoubted accuracy; but in all oases^ and in eveiy 
business^ it will be easily seen that good BOOE-KSEFiNa is in 
many ways pbofitable. It is, indeed, often largely profitable, 
and sometimes constitutes the beneficent power, the one only 
instrumentality, that is able and sufficient to rescue a man 
from insolvency, and lead him to prosperity. 

The ease and facility with which accounts can be kept well, 
when a proper system is adopted, and its use has become 
habitual, is so great, that no man who has once seen or 
experienced the advantages of a good system of book-keeping, 
would be induced by any consideration to give it up or be 
without it. That his accounts should be clear, accurate, and 
distinct, is a duty that every man owes to himself, to his family, 
to his creditors, and to all over whom he has any influence. 
If it were the case, that good book-keeping could not be 
realized without some amount of expense and difficulty, its 
advantages would still at all times afibrd an ample remuneration 
for the cost of obtaining it ; how much more, when it can be 
shown that it may be rendered easy of attainment, and short 
and simple in its processes, — ^a true economy, as well in respect 
of the time and attention that are required to carry it out, as 
in reference to its valuable results. 



In the following pages, the principles of Scientific Book- 
keeping will be explained, and the form and manner shown 
in which they may be universally applied, and the advantages 
resulting from their use be obtained, in all businesses, of every 
diverse character, and whether of large or small dimensions. 
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CHAPTER IL 

ON THE PRINCIPLES OF SCIENTIPIC BOOK-KEEPING. 

CoMMSBCiAL BOOK-KEEPINO is the art of arranging the entries 
of the transactions of persons in business, in books adapted for 
the purpose, in such a manner as to exhibit a true state of their 
affiurs in a regular and systematic manner. 

In order to realize the great advantages which good book- 
keeping is calculated to yield, it is requisite that it should be 
studied as a science, and carefully applied to every business in 
a methodical form, so contrived as to be suited to the special 
conditions of the business, and easy and unlaborious in carry- 
ing it out. To keep accounts is a necessity to every trader; 
the science of Book-keeping shows how the accounts may be 
rendered at once complete and easy, how their efficiency and 
utility may be carried to the highest point with the least 
expenditure of trouble and labour, and how their perfect 
accuracy may be insured. 

Good systematic Book-keeping effects the attainment of an 
accurate knowledge not only of the book debts owing, and 
liabilities incurred, but also of the gross and net gains and 
losses of the trade, of the profits that are continually accruing, 
and the expenses that are being incurred ; gives a true state- 
ment of the affairs of the business at each stock-taking, 
showing the net value of the capital engaged in it, and. how 
far the same has been increased or diminished since the last 
stock-taking, explaining exactly all the items of which such 
increase or diminution has been made up ; furnishes a correct 
account of every description of expenditure ; and insures that 
every amount once entered on the books must be kept in view. 
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and cannot be lost sight of until balanced by a second entry, 
per contra. 

Full and complete information on all these particulars is 
equally necessary to all traders, and equally easy of attainment. 
The form of the accounts will varyin some degree in businesses 
of different magnitude and yarying character, but the principle 
on which scientific book-keeping is founded is of universal 
application, and remains the same under all circumstances. 
This principle is commonly known as the method of " Double 
Ebttey /' and all accounts arranged under its guidance, will set 
forth the whole of the above particulars with accuracy and 
completeness, and with ease, in every business, of every 
description, whether mercantile or trading, and whether the 
transactions are large or small. 

The general utility and great advantages of Double-entry 
Book-keeping, have not, up to the present time, been suf- 
ficiently appreciated by a large portion of the trading com- 
munity. The science of Book-keeping seems to have originated 
during the middle ages with the merchants of Italy, at that 
time the head-quarters of the commerce of the world; and 
hence the appellation of the "Italian Method^' commonly 
given to the system which has long been, and is still employed 
by the first merchants of Europe and America. In this 
method, the abstract principle is applied to such forms as 
are more particularly adapted to the requirements of mercantile 
use, and for foreign in contradistinction firom inland trade. 
But these forms do not constitute the system ; they are but 
the garb with which it is clothed for an individual purpose; 
and nothing can be more erroneous than the popular idea 
that Double-entry Book-keeping must always be complex and 
arbitrary, that book-keeping generally is a system without 
principles and intelligible rules, and that a scientific method 
is only suited for the requirements of a merchant, and not 
necessary to a tradesman. A merchant's books should differ 
from a banker's, and these again from a trader's, not as to 
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the principles on which they are arranged, but only in the 
method and form. Each deals in different commodities, in a 
different way, and requires a statement of accounts in a different 
form ; bnt the same unvarying principle is at tho foundation 
of every system of good book-keeping for every purpose. The 
results which all traders will desire to arrive at, and which 
those who possess only an imperfect method of book-keeping 
must calculate at stock-taking in a more or less rough manner, 
are not only clearly shown by carrying out a complete method 
of double entry, but cannot be accurately obtained without 
the fulfilment, in one form or another, of every one of the 
requirements of such a method. Evidently, then, the shortest 
and easiest course by which such results may be obtained, 
is the employment of a system in which all these require* 
ments are perfectly carried out during the whole .time over 
which the accounts extend. 

There is a common impression that Double-entry Book* 
keeping necessitates the use of a "Journal/^ in which the 
contents of the various books are to be re-written, in a 
t-echnical form, previous to posting into the Ledger, and 
that in this manner, the entries will have to be written over 
again a second time, at the cost of double labour, and incon- 
venient delay. This, however, is entirely an error ; a Journal 
may or may not be used to abstract or recapitulate the con- 
tents of the books; sometimes it is convenient to do so; 
see Chapter X., No. 7; but in the three Model Sets of Books 
given in this work, nothing of the kind will be found. 

It may here be observed, that while Double-bntbt Book- 
keeping may be taken as synonymous with correct Systematic 
Book-keeping, capable of yielding complete and accurate 
results, the method sometimes opposed to it under the 
name of Single Entry, and popularly supposed to be suitable 
and sufficient for some departments of business, has a 
different character. Single Entry signifies a most defective 
method, calculated to subserve a part only of the end and 
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objects of book-keepings leaving the remainder unfulfilled; 
and as the parts so omitted are of great value and importance 
to every trader^ this method can only exist in the absence 
of competent skill and knowledge* 

It is obvions^ that while in constmcting a system of Book- 
keepings it is indispensable to be possessed of a correct 
leading principle to form a foundation for it, yet with respect 
to practical utility and convenience, much will depend upon 
Arrangement. The two heads into which the subjects thus 
divides itself, will now be considered successively, a separate 
chapter being devoted to each. In Chapter HI., a full explana- 
tion win be given of the method of Double Entry, and it will 
be made clearly evident, that it presents no practical difficulty, 
and is capable of being applied universally; and in Chapter IV., 
the question how this method can be best adapted to general 
trading purposes, will be found to be answered in the descrip- 
tion given of the New Improved Universal System of Book- 
EEEPIKO, which will be seen to consist of that plan and method 
of arrangement, by which the principles of Scientific Book- 
keeping may be appUed to the requirements of ordinary inland 
business, with the greatest ease, distinctness, and brevity, 
avoiding all mere technicalities and needless repetitions, and 
showing the manner in which the requisite Property and 
Expense Accounts may be opened, and the proper amounts 
carried into them, in the most- easy and simple manner. 
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CHAPTER in. 



BooE-KEEPiNO by Doable Entry is the art of keeping ao- 
cotints in a sdentifio manner. It derives its name from 
the principle adopted, that every amount recorded is carried 
to two different acconnts in the Ledger, and is entered 
twice, viz. once on the Dr., or left-hand side, of one ac* 
connt, and once on the Or., or right-hand side, of another 
account. By this means the sum total of all the Brs. in 
the Ledger is always equal to the sum total of all the Ora., 
and any inaccuracy in the entries is detected immediately 
by the failure of the aggregate amounts of the two sides 
to correspond exactly when the book is balanced, that is 
when the totals, or balances, are taken out. The system is 
based on the mathematical axiom, that the whole is equal 
to the sum of all its parts, and consequently, and conversely, 
that the sum of all the parts must be equal to the whole. 
And the secondary accounts which are opened for the pur- 
pose of making the second, or double entry, will show the 
Profit and Loss that is accruing, the Expenses of every 
kind, and the whole state of the business, in the most 
complete manner; and the results so obtained always prove 
themselves to be correct, by the accurate correspondence of 
the sums total of the two sides ; that is of the Btb. and the 
Ors. 

Any appearance of an artificial complexity in this process 
will be removed, and it will be seen to be simple and natural, 
by consideration of the fact, that every transaction of affiurs 
must necessarily be of a twofold character and consist of 
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two sides, — for every bu^er there must be a seller; for every 
payer, a receiver; for every debtor, a creditor. 

To render this statement of the principles of Double Entry 
perfectly plain and clear, it may be followed up in a more 
detailed form. I observe that there is a necessary duality, 
or two-sidedness, attaching to all affairs, in this manner; 
that if a man becomes my debtor, I, at the same time, be- 
come his creditor; and vice versa. Consequently, I may 
consider every transaction which I have with another person, 
as having a twofold, or double aspect; on the one side, as 
it affects that person, and on the other side, as it affects 
myself. If, then, I arrange the whole of my business 
transactions, taken as they affect myself, under a few 
appropriate heads of Property and Expense, dividing them 
into separate accounts, such as, "Goods bought,'* *' Goods 
sold," ''Cash received," "Cash paid," "Expenses in- 
curred," etc. I -shall be able, when and as often as any 
person becomes my Debtor for any sum, to take credit, 
myself, for the same sum, by Crediting one of the property 
accounts that I have opened on my own behalf, with the 
amount of it; and in the same way, I Debit one of my 
property or expense accounts with the amounts by which 
any person becomes my Creditor. The result will be, that 
whenever a Personal account is Debited, a Property account 
will be Credited ; and whenever a Personal account is 
Credited, a Property account wiU be Debited with the 
same sum. The Double Entry consists in my placing the 
same amount, in all cases, to the Debit of one and the 
Credit of another account. And as the whole amount of 
the entries on my books will be carried, per centra, either 
separately or in the aggregate, into these property and 
expense accounts, those accounts will contain and show 
an exact and complete representation, or epitome, of all 
my transactions. They will be Credited with every amount 
on my books which makes for the advantage of my position 
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in business^ that is Sales and Profit; and will be Debited 
with every amonnt on my books which makes to the 
disadvantage of the bnsiness, or operates to diminish 
profits, that is to say, Pv/rchases, Expenses, and Losses, 
The resolt is, that I gather into a small compass, a faithful 
and perfect account of the whole position of the business, 
and an account which checks itself, and proves its own 
accuracy, by the equilibrium which ia continually main- 
tained between the Dr, and Or, sides. 

As an additional illustration of the principle involved, 
and the method of its application, a short statement in 
figures will now be given; in which it will be noted — 

1. That the same amount, either in- one sum, or in equal 
sums, is invariably placed to the Debit of one account, and 
to the Credit of another account. 

2. That the total of the entries on the Dr. side, will be 
under all circumstances, always equal to the total of the 
entries on the Cr. side. 

3. That as in balancing an account, an equal sum is 
always ruled off on both sides, and as if equals be taken 
from equals the remainders must be equal; it necessarily 
follows, that when the amounts of the whole of the unsettled 
Dr. and Or. Balances which are at any time standing, are 
taken out and cast up, the total Drs. will always be found 
equal to the total Ors. 

Principlb of Double Entbt illustbated. 

Suppose I have £100 in my possession. This is my Capital. 
My affairs are then stated as under : — 

Dr. I Or. 
ToCash £100 I By Capital £100 

I buy goods on credit from, say, six persons, amounting 
in all to a total of £150. I open an account in my Ledger to 
each of the six persons, and credit each with the amount of my 
purchases from him. I open another account, headed with 
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the words " Ooods Account,*' and I put down the total sum to 
the opposite, or debit, side of it. 

The totals of njy entries will then be — 



Dr. 

To Cash JBIOO 

To Goods Account {i.e. 
the amount of mj pur- 
chases) 150 



Or. 

By Capital £100 

By owing to six persons, 

Creditors 150 



£250 £250 

I pay away £100 in money to four of the six creditors for 
£150, leaving two remaining, to whom I owe £50. I enter 
the £100 on the right hand, or Or. side, of my Cash book, 
reducing my cash balance to £0 ; and the same' sum on the 
Dr. side of the proper accounts in my Ledger, thereby cancel- 
ling them. 

My balances will then be — 



Dr. 

To Cash 

To Goods Account 



£0 
150 

£150 



Or. 

By Capital £100 

By two Creditors 50 



£150 



I sell on credit the goods I have purchased, to twenty 
persons, for £200. I open an account to each of the twenty 
debtors, and write down the amount I have sold to each one 
on the Dr. side of his account. I carry the total sum to the 
Or. side of the " Goods Account.'^ 

My balances will then be — 
J>r. 



To Cash 

To Goods Account .... 

To 20 persons, Debtors, 

in all 



£0 
150 

200 

£850 



Or. 

By Capital £100 

By two Creditors 60 

By Goods Account (t.^. 

the amount of my sales) 200 

£350 
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Next, ten of my twenty debtors pay me £100, which I enter 
on the Dr., or lefUKand side, of my Cash book, and on the 
Cr.y or right-hand side, of the proper accounts in the Ledger, 
which thereby become balanced and closed. And I pay £10 
for expenses, which I enter on the Or. side of my Cash-book, 
reducing my cash balance to £90 ; and on the Dr. side of an 
account which I open in my Ledger, headed " Expenses" 



My balances will then be— 

Dr. 

To Cash £90 

To Goods Account (amount 

purchased) 150 

To 10 Debtors, in all. . . . 100 
To Expenses (amount 

paid) 10 

£350 



Or. 

By Capital £100 

By two Creditors 50 

By Goods Account 

(amount sold) 200 



£350 



Here it will be seen : First, that the two sides of my 
account, the Dr. and Or., are always kept in equilibrium. 
Secondly, the fact that the two sides correspond is a complete 
check on the accuracy of my amounts, proving the correctness 
of all my entries and castings. And, thirdly, that I am fur- 
nished with all the materials necessary to enable me to make 
out a complete and accurate statement of my profits and losses, 
and of my exact position ; for my '* Ooods Account " shows the 
profit I have made on my sales : viz. £200 less £150 ; that is, 
£50. My Expenses have been £10, which, deducted from the 
£50, shows that I have made a Net Profit of £40 ; and my 
Oapital is, consequently, increased to that extent. If I make 
out a fresh statement showing this result, my Drs. and Ors. 
will again still exactly balance, and my statement will be — 
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Dr. 
To Casli £90 

To owing to me by 10 
Debtors 100 



£190 



Or. 
By amount which I owe 

to two Creditors .... £50 
By " Goods Account " 

Or £200 

Less Br, per contra 150 

Amount of Gross 
Profit on my 
sales 50 

Less my Expense 
account, 2>r 10 

Difference, beingmy 
Net Profit 40 

Which, added to my 
original Capital 100 

Is the amount of my 
present Capital 140 

£190 



And, further, it will be observed that the amount £140, 
being toy original capital with the added profits and sub- 
tracted e:q)enses, as calculated, is shown by the above state- 
ment to be exactly equal to the amount of my present total 
assets, £190, less my present liabilities, £50. So that, having 
taken stock, and ascertained my net worth by deducting my 
liabilities from my assets, I am furnished with an exact 
account of all the items by which the said net worth has been 
increased or diminished since my last stock-taking. 

The above statement may be taken as a brief epitome of the 
whole principle and. method of Double Entry. AU the various 
forms which are superadded in practical use, consist of the 
introduction of as many separate accounts, of persons and 
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things^ as the drcamfltances of the bosiness may require; 
Buch separate accounts^ with their subordinate accounts^ being 
more or less nomerons and complicated^ according to the 
nature and number of the transactions recorded; but the 
guiding principle is one only^ and always remains the same. 
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CHAPTER IV. 

OF THX NIW IMPR0V1CD TTNIYEBSAL 8T8TEX OF BOOE-KESFINa. 

The principles of Doable Entrjj as explained in the fore- 
going cliapter^ are applicable to all accoimts^ and attended 
with no practical difficulty; and it will be evident that the 
results obtained through their instrumentality are accurate^ 
completOj and distinct. In applying these principles to a sys- 
tem for general use^ the problem to be solved is only to con- 
struct a plan on which they may be adapted to the ordinary 
operations of business^ with the greatest ease and brevity; 
and the method by which these conditions may be fulfilled in 
the most perfectly satisfactory manner, constitutes the New 
Improved Universal System of Book-keeping. 

A good System of Accounts adapted to general trading pur- 
poses, requires the employment of various forms and methods 
^ which cannot be learned from a treatise on Mercantile Book- 
keeping, and these forms and methods, though founded on the 
same general principles on which scientific Book-keeping for 
all purposes is always based, yet have a distinctive character 
of their own, and deserve the name of a Ststsx. They con- 
stitute a special system for a special purpose ; a method of 
accounts adapted to the requirements of Inland Traders dif- 
fering in many points from the forms of Book-keeping used 
by the Merchant, the Professional man, or the Banker, but 
suited for use in, and capable of adaptation to, every de- 
scription of Oeneral Inlcmd Business, including the retailer, 
the wholesale dealer, and the manufacturer, and small busi- 
nesses as well as large. 

The System of Book-keeping which is illustrated in this 
work, presents such a system as is above described ; a com- 
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plete method of Double Entry, rednced to a plain, easy, and 
simple form, and so arranged as to matters of detail as to be 
capable of easy application to every business, whether large or 
small. With reference to the title given it, of a " New Im- 
proved'* System, it is new, not in its governing principles, 
nor in being at variance with received methods, but new, in 
the improvements made upon the forms commonly used, in its 
combined simplicity and completeness, and in its general 
adaptability. In setting out a form of accounts, by the em- 
ployment of which a scientific system of Book-keeping may 
be applied universally, and with the greatest ease, to all busi- 
nesses, including the smallest, the present writer considers 
himself to be fairly entitled to claim the merit of novelty, as 
well for the idea itself, as for any special forms that are sug- 
gested. And this idea is worked out in a manner which is, 
to a certain extent, new ; the methods which are at present in 
use in the best-managed counting-houses are employed, with 
the addition of such original forms and arrangements, and 
with such modifications, particularly by way of simplification, 
as are required to mould the whole into a clear, distinct, and 
complete system. 

It will be understood, then, that the New Improved Uni- 
versal System of Book-keeping professes to embody no newly- 
discovered principles, but to show the form and manner in 
which the already well-known principles of scientific book- 
keeping may be universally applied. It consists of an adapta- 
tion of these principles to such forms as are suited to universal 
use; its aim is to furnish the processes which may most 
advantageously be adopted, in applying double entry book- 
keeping to the transactions of businesses of different natures, 
in an easy and unlaborious manner, and to show the method, 
by following out which, any young trader beginning business, 
or any shopkeeper who feels the want of it, may acquire easily 
and readily a thoroughly good and reliable system of book- 
keeping : to be, in short, ths method bt which eveet trader 

c 2 
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MAT BE ENABLED WITH THE GREATEST EASE TO KEEP A PERFECT 
SET OP BOOKS. 

In considering the requirements of a System for all Busu 
nessesy we shall perceive that there are three conditions which 
it is necessary it should fulfil : — 

1. It must be easy, presenting no diflSculties which would 
place it beyond the reach of any shopkeeper. 

2. It must be short and simple, involving the least practi- 
cable amount of labour. 

3. It must be accurate, distinct, and complete. 

The New Improved Universal System is framed with a care- 
ful regard to these conditions', and will be found to satisfy 
them all completely. In the first place, it presents no difficulty 
beyond the absolute necessity for a careful and methodical 
attention to the accounts ; a necessity which is in itself most 
beneficial to the interests of every man. In the second place, 
every process is reduced to the most plain and simple form 
possible, all formalities and needless repetitions are avoided, 
and the system will be found, in working it out, to be shorter, 
and involve less labour than any other method by which the 
same results can be obtained. And in reference to the third 
point, it can occasion no disappointment, as it is a complete 
system of scientific double-entry book-keeping, freed from all 
mere technicalities, and so arranged as to matters of detail as 
to be applicable to every business, whether small or large ; its 
results, therefore, will be at once comprehensive and certain, 
it will exhibit at all times the precise state of the affairs of the 
business, and it contains within itself a continual self-acting 
system of check, always proving its own correctness. 

The distinguishing features of the New Improved Universal 
System, are brevity and simplicity. The object of the author 
has been simply the attainment of Good Book-keeping: — to keep 
such accounts as will show gross and net profits from week to 
week, and from day to day, with accuracy, and least labour. 
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In order to effect this^ the principle of double entry is indispens- 
able. The System consists of such forms as experience and 
observation have shown to be the most easy^ short, and efficient; 
and such modifications of the processes ordinarily used, as have 
been suggested by applying to the subject the rules of common 
sense ; the end kept in view being to retain all that is necessary 
and useful, and to discard all that would be troublesome or 
superfluous ; in short, to open in the Ledger all such Property 
and Expense Accounts as may be requisite, and to get all the 
figures into these accounts in the simplest and shortest manner. 
There is one point, it will be noted, in which the System has 
a special claim to originality; and that is the form of the 
Jov/mal, and the use that is made of it. This book is used in 
the Italian System of book-keeping as a Syb^ledger, a book in 
which all the entries are collected together from all the other 
subsidiary books, and are arranged in a methodical manner 
under their proper Dra. and Grs. as a preliminary to posting 
them into the Ledger. Now it has long ago been seen that 
this book may be altogether dispensed with in the merchant's 
office, and the contents of the various Cash and Day Books 
posted into the Ledger without it ; yet notwithstanding this 
fact, it has been commonly assumed, and there is a very 
general popular idea, that the main feature of the method of 
Double Entry consists in the re-entering of all the trans- 
actions of the business, a second time in a Journal. In 
many inland businesses, the employment of a Journal for such 
*a purpose would be worse than useless, and in some utterly 
impossible. But there is a use to which the Journal may be 
applied legitimately, and with the greatest advantage, as a 
supplementary book, to receive a certain description of entries 
for which an appropriate place is required, and for which 
under any system hitherto existing, no correct place has been 
found. The Journal is thus used as a book of original entry , and 
its introduction, in the manner illustrated in the subsequent 
part of this work, is in many cases of the greatest service, since 
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it supplies tlie means which, without it, will be found wanting, 
of enabling the book-keeper to complete and balance perfectly 
all his accounts without that difficulty and embarrassment 
which constantly exists in its absence. 

On other points, it may be observed, that by making sim- 
plicity of form a guiding principle, and by a rigid adherence 
to a perfect simplicity in every process, from first to last, the 
system obtains at once ease, accuracy, and distinctness. 

The first necessity, in all cases, is to secure a complete 
record of every transaction in or aflfecting a business. This 
object is best attained by the nse of such books of entry, that 
a place is provided for the distinct and legible entry of every 
circumstance at the time when it occurs ; and both ease and 
correctness are greatly promoted by the nse of a separate book 
for each separate set of transactions. A book artificially con- 
structed to answer more than one purpose, is a useless exercise 
of ingenuity, both because it requires greater attention than 
separate books, and fulfils their purpose less readily. It is 
undesirable to use any book of a complicated form, ruled with 
a number of columns, because all such books, for ordinary 
business purposes, occasion trouble and perplexity in making 
the entries. A book intended to serve two or more purposes, 
must be of a complex character, difficult to keep, and liable to 
error ; and in the end will be found to save neither time nor 
trouble. The " New Improved Universal System " being a 
Ststem fob evbrt onb, makes no demand for any other account 
books than such as are found in every-day use, and may be 
obtained at the cheapest price. It addresses itself, not to the 
fabrication of novel forms of account books, bnt to the arrange- 
ment of all ordinary accounts in the most effective and skilful 
combinations. It provides a separate page in the Ledger for 
every separate head of account which may be thought worth 
the trouble of being distinguished from others, and a separate 
book for every description of entry ; each book to be used for 
one purpose only. 
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This simplicity of form carries with it^ not only ease in use 
and a non-liability to error^ but also the additional good pointy 
that an error made is rectified with perfect ease. No erasm^ 
or alteration need be made^ bnt only an additional entry in the 
proper place, for the correction of any error that can occor. It 
is necessary to make provision for casting the columns^ in order 
to find the total amount of every book, and this trouble ought 
not to be considered superfluous by any man in business. 
These totals being carried into the Ledger every week, or every 
month, the Ledger will show as frequently, (that is, every week, 
or every month as the case may be,) how much the sales have 
been, how much the gross profits, how much every description 
of expense has amounted to, how much has been received and 
paid, and how much has been drawn out of the business for 
personal or private use. It will be easy also to see as often as 
may be requisite, a complete list of all the book debts owing, 
and all the trader owes. 



The remaining chapters of this work will be found to consti- 
tute A GOMFLXTB KANUAL OF FBACTICAL BOOK-KEEPING. The VarioUB 

books of account employed for business purposes are described ; 
the best methods of using them are pointed out ; and a chapter 
is added explanatory of Bills of Excha/nge, in which will be 
found a full comprehensive statement of their nature, pri- 
vileges, and obligations ; a correct understanding of which is 
necessary, in order to obtain clear ideas as to the proper 
methods of treating them in Book-keeping. Next, three illus- 
trations are given in Chapters YII., YIII., and IX., of the New 
Improved Universal System of Book-keeping, each consisting 
of a complete Model Set of Books, with full explanations. 
And lastly, in Chapter X., a variety of supplementary forms 
are provided, which, in certain circumstances, will constitute 
useful additions to, or substitutes for, those contained in the 
preceding chapters. 
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CHAPTER V. 

OF THE BOOKS USED IN BOOE-KEEFINO. 

The ordinary transactions of business may be divided into 
three principal beads : — 1st, Goods Sold; 2nd, Goods Bought ; 
and 3rd, Cash received and paid. It is found practically con- 
venient to provide separate books of entry under each of these 
heads, and to subdivide these again, into a number, greater or 
less according to circumstances, so that all entries of the same 
character may be kept together. Goods sold, will be entered 
in the Day Book ; Goods bought, in the Bought Book ; and 
Cash received and paid, in the Cash Book, and its subsidiary 
books. Other transactions of occasional occurrence, such as 
Commissions earned. Liabilities incurred, and Bills Receivable 
and Payable, will be entered in a Jotumal, or Bill Book, And 
every entry recorded in all these books, will be posted in a 
brief and condensed form into the Ledger, which will thus 
contain a methodically arranged abstract of the whole of the 
business. 

A brief description of all the Account Books commonly used 
will now be given, reserving full explanations as to the best 
form for the books, and the best methods of entry and posting, 
to accompany the Model Sets of Books in Chapters VII. to X. 

DAT BOOK. 

This book receives the daily entries of all goods sold. A 
more expressive title for it would be that of '' Sales Book/' 
as it contains the whole sales made. It should be provided 
with a double Cash columrij the inner to contain the particulars, 
and the outer to receive the sum total, of each parcel of goods. 
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Every parcel of goods sold should be entered in the Day 
Book before delivery, with the name and address of the buyer, 
and a memorandum of any terms that may have been agreed 
upon as to discount, or date of payment; and an Invoice, or 
Bill of parcels, which will be an exact copy of the entry in 
this book, should be made out for delivery with the goods. In 
all businesses where the sales for ready money are frequent, it 
is desirable to enter them as they occur, in a separate book 
called the " Cash Sales Booh" reserving the daily entries in 
the Day Book for Credit sales only. Where the transactions 
are large in number, the Day Book may be conveniently 
arranged in sets of two, for use on alternate days, as each 
book can then, on the day when it is not in use, be posted into 
the Ledger without interruption. 

Every entry in this book will be posted into the Ledger to 
the Debit of the person named, — ^that is on the Br, side o( the 
person^s account, and the sum total, once a week, or at any 
other convenient time, to the Credit, — ^that is on the Cr. side, 
of the Goods Account. 

CASH SALES BOOK. 
This book is subsidiary to the Day Book. All sales for ready 
money, with any particulars it may be thought desirable to 
record, should be entered in it, and the total amounts trans- 
ferred periodically to the Ca^h Booh and Bay Booh ; usually 
to the Cash Book every evening, and to the Day Book once a 
week. 

BOUGHT BOOK. 

To receive entries of all goods purchased on Credit. Goods 
paid for in ready money on delivery, need no entry except in 
the Ca^h Booh, unless there be any reason for keeping a Ledger 
Account with the persons from whom any of them are 
received, when they may be entered in the Bought Book. 
The entries can be made in this book weekly, or monthly, 
from the Invoices, which will be received, examined, and 
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checked daily; and from time to time, according to the 
number accamnlated, they should be taken from the file and 
entered. It is seldom requisite to copy the particulars, and a 
single line usually suffices for each invoice, stating date, name 
of the creditor, and the amount. 

Every entry in this book will be posted into the Ledger, to 
the Credit of the Person named, and the sum total, once a 
week, or once a month, to the Debit of the Ooods AccovAfit. 



CASH BOOK. 

The Gash Book contains entries of all money received and 
paid. This most important book is too frequently very much 
neglected, to the great and manifest injury of the trader's 
interest. In the Italian method, an abstract of the whole 
Cash Account is periodically entered in the Journal, and 
posted from thence into the Ledger ; but in ordinary trading 
accounts this needs not be done, and the Cash Book will 
stand as an integral part of the accounts by itself. It requires, 
however, to be considered as one of the Property Accounts of 
the business, precisely analagous to the other Property Ac- 
counts in the Ledger ; and the Balance of Cash will appear at 
Stock-taking, as one of the Ledger Balances. 

The best method of arranging the Cash Account will vary 
very much in different businesses, and several different forms 
are given in Chapters VII. to X. It will comprise various sub- 
sidiary books, which will be found fiilly explained hereafter, the 
object in view being always to produce simplicity by sub- 
division, and insure accuracy in the manner found to be 
practically the easiest in each particular case. The books 
containing the various branches of the Cash Account will be 
as follows : — 

Daily Cash Book. One or more books in which all money 
received and paid by the cashier, or by each cashier, if more 
than one, may be entered and balanced every night. 
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Petty Cash Book. To receive entries of all small disbnrse- 
ments. 

Wages aito Saiaeies Book. To receive entries of wages 
and salaries paid, the whole amount of which can be carried in 
one sum into the Cash Book. This book is necessary where 
there are many persons receiving wages, and convenient in all 
cases where it is desired to keep the amount of wages or 
salary paid to each individual, within the knowledge of the 
principal or chief clerk only. 

The Cash Sales Book has been described above. 

The Bankino AccouKt Book. To receive entries of all 
money paid in to the Banking Account, and _per contra, all 
Cheques drawn. The Balance will always be the amount of 
available balance at the Bank, that is the actual balance, less 
the amount of any Cheques which may have been drawn and 
not yet presented. 

The Bank Pass Book will of course correspond exactly with 
the preceding, and the two should be regularly checked by 
comparison with each other, at stated intervals. 

A Daily Cash fiECEnrr Book, to contain entries of all money 
received from persons to whom goods have been supplied, is 
useful in business where there are many entries every day. 
The receipts will then be posted to the Ledger from this book, 
and the total amount only, transferred each day to the general 
Cash Booh. 

The Cash Book, or Faib Copy Cash Book, or Gsnebal Cash 
Book, will contain all the Cash Accounts in a combined form, 
showing the total balance in hand, every week or every 
month. When the daily books are so kept that the amounts 
entered in them can be posted at once to the Ledger, this 
book may be only a condensed abstract ; but in other cases 
where it is convenient to keep the daily books in a rough 
form and hasty way, a fair copy of the whole account should 
be written out in this book, and the postings to the Ledger 
made firom it. 
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Note, — The Cash Account is in itself a Property Account, and 
the entries in it are all both made and posted^ according to 
the principles of Double Entry Book-keeping. When Cash 
is received, the Person from whom it is received is Gr., and 
Cash is Dr. ; and conversely, when Cash is paid, the Person to 
whom it is paid is Br., and Cash is Cr. All receipts will 
therefore be entered on the Dr. side of the Cash Book, and 
posted to the Cr, side of the Ledger ; and all cash paid will be 
entered on the Cr. side of the Ca^h Booh, and posted to the 
Dr. side in the Ledger. 

BILL BOOK. 

To receive entries of all Bills B^ceivable and Bills Payable. 
This book is in the Italian system Journalized, and posted into 
the Ledger, in the same manner as the Cash Book. It is a 
common practice for traders to transfer all the Bills from it to a 
^'BiUs Receivable^^ and '^ Bills Payable" account in the Ledger ; 
but this is unnecessary trouble, as the whole account can be 
kept within the Bill Book itself, which should be ruled so as 
to show a Dr. and Cr. side, and it can then receive not only 
the Bills, but the entries of Cash 'per contra as well, which will 
be posted into it from the Cash Book. The Bill Book will 
then occupy a similar position in the System of Accounts, to 
that above attributed to the Cash Book ; that is to say, it will 
constitute one t)f the Property Accounts of the business 
entered in a separate book. It can be balanced periodically, 
and the balances that are brought forward, will show the 
whole amount both of Bills Receivable on hand, and of Bills 
Payable that are current ; and at Stock-taking they will be 
placed in the Balances Book, together with the Ledger and 
Cash balances. 

See further, in Chapter VL, on Bills of Exchange ; and in 
Chapter VIL, on the method of dispensing with a Bill Book by 
entering the Bills in the Journal. 
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JOURNAL. 

A Journal technically signifies a book kept by Dr, and Or. 
This book is osed in the Italian Method of Donble Entry as a 
Sub'ledger ; and the whole contents of all the other books are 
periodically collected in it^ in a condensed form, preparatory to 
posting them into the Ledger ; all of them being methodically 
arranged^ so as to state the proper Brs. and Crs. It is nsnal 
in this system to " Journalize " monthly ; that is to make out, 
at the close of each month, an abstract of each of the sub- 
sidiary books in the Journal; classifying, combining, and 
abbreviating the entries, and distinguishing the Name of the 
Account, to which each sum is either to be Debited, or Credited. 
It has been noted above, in Chapter III., that all the accounts 
kept in the Ledger, are divisible into two distinct heads; 
namely, — 1. Accounts vnth Persons ; which are spoken of as 
Personal Accounts ; and, 2. Accounts of Things ; which con- 
stitute the Property and Expense Accounts. According to the 
principles of Double Entry, every sum entered in the books 
must be debited to one and credited to the other of these two 
descriptions of accounts ; that is to say, whenever a Personal 
Account is Dr., a Property Account will be Cr. for the same 
sum ; and when a Property Account is Dr., a Personal Account 
will be Cr. And all the rules given for distinguishing the 
proper Drs. and Crs. of each item, may be abbreviated into 
the one short principle ; namely, that the account receiving the 
item is Dr., and the account giving out the item is Cr. ; or in 
brief form, — in. Dr. ; out, Cr. This method of Journalizing 
the books, is appropriate in Mercantile book-keeping, where 
the accounts will always comprehend a large number and 
varie y of separate subjects requiring to be carried into the 
Ledger singly (that is, by debiting one account, and crediting 
another account with the same sum at the same time), but is 
unnecessary in keeping the accounts of inland business, as in 
these all the transactions will consist of the manufacture or 
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sale of perhaps only one article; or at most, the business 
done is divided into a limited number of permanent depart- 
ments, and the amount of the sales, purchases, etc., can, in the 
great majority of cases, be collected for entry, to the Debit or 
Credit of the Trading Account, in a shorter and easier form 
than by transfer to a Journal. 

The JomTial may however be most usefully employed in the 
accounts of every business, as a Book of Entry, and while it 
is not wanted for purposes of transfer and repetition, it will 
render a large amount of important service, as a book in 
which the original entries may be made of a variety of trans- 
actions. See Model Sets of Books hereafter; also remarks 
above on the Journal, in Chapter IV. 

This book should be provided with separate columns for the 
Dr. and dr. entries. In the forms given hereafter, it is ruled 
so as to give all the Dr, entries on the left hand, and the Cr. 
entries on the right hand page. By adopting this plan, all 
technical forms of every description may be dispensed with. 
Long and complicated entries, headed with '' Sundries Dr. to 
Sundries/' can be entirely avoided, and the book being 
rendered equally simple and easy in the method of its use, 
with any other, used for any purpose, it will give no trouble, 
and occasion no difficulty to any person. 

The great advantage of the Journal, when used on this 
principle, is its comprehensiveness. It will receive any entry 
of every sort for which no other place is provided, and enable 
one man to dispense with a Bill Booh, and another with a 
Purchases, or Bought Booh, and will provide a place in which 
every entry may be made, that is necessary to rectify or 
complete the Accounts. It should be noted, that in posting 
from this book to the Ledger, it must be remembered that the 
Journal states all the Drs. on the Dr. or left-hand page, and 
the Crs. on the Or., or right-hand page ; and consequently, 
every entry is to be posted to the same side in the Ledger; — 
all the Drs. to the Dr. side of the accounts named, and all the 
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Ors. to the O. side. The snms total of the pages are added 
up, for the purpose of showing that the amounts on the Dr. 
eiie, are equal to the amounts on the Or. side, and that there- 
fore the proper equilibrium of the Ledger Brs. and Ore. is 
maintained. 

RETURNS BOOK. 

The most convenient method of entering Retv/med Ooods ; 
that is. Goods returned, either to a Trader from his Customer, 
or by a Trader to the person from whom the goods were 
received, depends on circumstances. The first of these may 
obviously be entered in the Bought Book, as Ooods Bought; 
and the second in the Day Book, as Ooods Delivered, without 
impropriety, or if these transactions occur but seldom, they 
may be entered in the Journal. When, however, the nature 
of the business carried on is such that there must necessarily 
be many of them always occurring, it is desirable to provide 
a Betums Book for the purpose of entering them. This may 
have two accounts, in separate places, for the Dr. returns, and 
Cr. returns ; or the book may be ruled, so as to have the Drs. 
at one end and the Ors. commencing at the other end; the 
book being reversed. All the returns will then be entered in 
this book, recording all the particulars in precisely the same 
form as in the Day Book. Post all the entries into the Ledger 
to the Debit, or Credit, as the case may be, of the various 
parties, from the Returns Book, and bring the total amounts, 
at the close of each month into the Day Book and Bought 
Book respectively, as ReUtms, to be subtracted from the total 
of each of these books, before carrying such totals to the 
Credit, or Debit, of the '' Goods Account '' in the Ledger. 

LEDGER. 

This book contains the sum of all the other books; every 
entry in the whole -of them being posted into it to its proper 
account. The Accounts are arranged in a classified form ; the 
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account of every person or tiling which it is desired to dis- 
tinguish from others, having a separate place^ with the Dr. 
placed opposite the Or., so that the " Balance/^ or difference 
between ilie two sides, will always show the state of the account. 
The Cash Book and the Bill Booh are often kept (see above), 
so as to represent branches of the general accounts of the 
business; and as such, they, strictly speaking, constitute 
portions of the Ledger. 

The Ledger comprises Three Separate Sets of Accoutits, 
which are perfectly distinct in themselves, and are often kept 
for convenience in separate books, viz. : — 1. Accounts with 
Debtors for Goods supplied. 2. Accounts with Creditors for 
Goods purchased. 3. Property and Expense Accounts, which 
show the capital invested in a business, the sales made, 
the gross profit, the expenses of every description, and the 
amounts drawn out for private use. When the Ledger is 
divided, the first of these descriptions of accounts will be kept 
in the Ledger, or Sales Ledger ; separated in large concerns 
into Town Ledger, and CounU-y Ledger, or Wholesale Ledger, 
and Betail Ledger, or several of each, according to circum- 
stances. The second head of accounts will be contained in the 
Bought Ledger, and the third in the Private Ledger. This last 
is again divisible into two parts ; the bulk of the entries being 
made in what will then be called the Manufacturirig Ledger, or 
Business Ledger, as the case may be ; and a few principal 
accounts only, which may be more conveniently kept private, 
Seing reserved for the Private Ledger, It may here be ob- 
served, that the arrangement last referred to is in many cases 
desirable, and can always be accomplished without trouble; 
such accounts as are kept in the Private Ledger, being written 
by the principal, or managing partner, personally. 

The principles on which the Ledger is kept, and balanced, 
are fully explained in Chapter III. For practical illustrations, 
see Chapters VIL, VIIL, and IX. 
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BALANCES BOOK. 
A book in which the Ledger Balances may be periodically 
taken ont and entered. It will thus contain a list of all the 
unsettled accounts, and consists of three parts :— 

1. List of Ledger Debtors. This is required every month, in 
a wholesale bnsiness, where the accounts are settled monthly; 
in retail concerns, once eyery three months, or six months, or 
as often as the accounts are made out and delivered ; and it 
serves as a useful guide and assistant in collecting money. 

2. List of Ledger Creditors* These being taken out monthly, 
or otherwise, will furnish a valuable account of the sums of 
money that are required to be paid away. 

3. Balcmees of the Property aiid Expense Accounts. When 
the list of Ledger Debtors and Ledger Creditors has been 
taken out, and cast up, and the sums-total ascertained, the 
balances of these accounts can be added to them, with very little 
additional trouble, and the book will then be complete, and 
will fulfil its primary use, of enabling the book-keeper to 
Balance his Ledger. 

This operation is necessary at Stock-takings, and useful 
at various times during the intervals between ; in order that 
the accuracy of all the postings to the Ledger may be found 
by a *' Trial Bahmce" What this is, will be found fully illus- 
trated in Chapters Vlil. and IX. The Balances Book is 
often, for convenience, divided into l^ree Boois, correspond- 
ing with the above heads of division, viz.. Ledger Dr. Balances, 
Ledger Cr. Balances, and Tt-ial Balances. 
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The books above enumerated form the component members 
of the System of Book-keeping ; the contents of them all being 
transferred to and centering in the Ledger ; (except indeed 
the last^ which may be considered either as an appendix or 
addendum to the Ledger^ or as being a branch of the Ledger 
itself). Many other books are in use for various subsidiary 
purposes^ which are either subordinate to those already 
described, or serve to answer some useful end ; but being all 
extra and additional to the System, may be considered as 
Memorandum Books. None of them are essential, but all 
or any of them may be kept according to convenience. The 
principal of these are as follows : — 

WASTE BOOK. 

A book now almost entirely disused. It is intended as a 
rough book of entry, in which every transaction of business, 
of every description, is to be set down in the first instance ; 
and all these are then afterwards to be transcribed, and fair 
copy entries made, each one in its appropriate book. The 
defects of this method are obvious. In large transactions it is 
impracticable, and in small ones double trouble. It may, 
however, be found useful in some cases, where the number 
of entries are few, and the arrangements such that it would 
be difficult to make them originally otherwise than in a 
rough manner. 

OEDER BOOK. 

A book for the reception of orders as and when received, 
and subsidiary to the Day Book. Particular care should 
always be taken to have the Order Books called over, and 
compared with the Day Books, in order to ascertain with cer- 
tainty that there are no orders left unexecuted, and none left 
unentered to the. debit of the purchaser. 
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DELIVERY BOOK. 

In which the persons employed in the business to deliver 
goods, obtain a Receipt from the receivers of them. This book 
should be adopted in every business where a use can be made 
of it ; in other words, in every instance in which there is any 
possibility that it may be required, in the event of a disputed 
account, for the purpose of proving the delivery of the goods. 
Dealers supplying shopkeepers, make it an invariable rule to 
leave no goods unless the book is signed by the receiver, or 
some person on his behalf; and in many manufacturing busi- 
nesses a printed DeKvery Note, being an exact copy in duplicate 
of the form which is to be signed in the Delivery Book, is sent 
with the goods, and promotes the convenience of all parties ; 
since, as the weights, quantities, etc., are stated therein, it 
enables the receiving warehouseman to weigh, measure, and 
examine the goods, without loss of time ; while the Invoice 
containing the price and value will be transmitted by post 
to the counting-house. 

GOODS RECEIVED BOOK. 
It is often convenient, particularly in manufacturing 
businesses, to keep a book in which the proper clerk, or 
warehouseman, may enter daily, a memorandum of the par- 
ticulars of all Goods received into the establishment. This 
book is found to be a useful, perhaps indispensable means, 
of checking the accuracy of the tradesmen's accounts. It 
would not be wanted if all goods received were invariably 
accompanied with an invoice, but this is often practically 
impossible. 

LETTER BOOK. 
The advantage to the man of business of securing correct 
copies of his business letters, is now obtained, without trouble, 

D 2 
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by the agency of the Letter Copying Press. Every trader who 
does not use it, on account of the small number of his letters, 
should keep a book in which he may enter a copy of any that 
are of importance, or to which a future reference may be 
required. 

OFFICE DIARY. 
It should be made a rule to enter in this useful memo- 
randum book, under date of the day when due, from the Bill 
Boole, every Bill, both Receivable and Payable. The whole 
liabilities, on or in relation to the Bills, will then always be 
easily and distinctly kept in view. 



REGISTER OF CUSTOMERS. 

In all Retail Trades, where the orders received are oc- 
casional, and not at regular intervals, this book will be found 
to answer several purposes of utility. The best method of 
keeping it is as follows. The book should be Foolscap FoUo 
size, and of sufficient thickness. Divide it alphabetically, but 
not by letters cut in along the edge, as in an ordinary 
Ledger Index; because the letters of the alphabet, taken 
singly, do not give sufficiently numerous divisions for ready 
reference. Each letter should be several times subdivided, 
beginning with Aa — Ab, then Ac — Ad, and so on through the 
alphabet. Let this lettering be written in at the top of every 
page, and the book is ready for use. Make it a rule to post 
into it regularly from the Day Book and Gash Sales Booh ; 
making a mark at the foot of each page in those books when 
they are posted, and writing in the Register every name that 
occurs in them. Place the names on the left hand page only^ 
with full posl^ address, and noting by whom introduced, or any 
other particulars. Leave a blank line between every two names^ 
for the insertion of any future memorandum as to change of 
address, etc. Reserve the right hand page for reference to the 
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Day Book^ and enter these references opposite each name. The 
year, and page of the book, will be sufficient, and may be written 

1867 18flR 

thus, " -prjT " ; " C^Tq '' > ^^® ^^^ ^^ these signifying that 

an entry of goods supplied will be found in the Day Book for 
lS67y page 153 ; and the second, a further entry in the Gash 
Sales Book for 186S, page 219, Any very frequent customers 
will have an account in the Ledger, and instead of these 
references to the Day Book, it will suffice to enter the words, 
" See Ledger,'' 

This book will constitute a complete register of the con- 
nection of the establishment; and it will enable the trader to 
refer to any previous transaction with any customer, at a 
minute's notice, without trouble. 



COST PRICES BOOK. 

In businesses where many large or small articles are made 
to order, it is desirable to have an entry book, for present 
guidance and future reference, in which the actnal cost out of 
pocket, which probably will include several, or numerous dif- 
ferent items, may be stated. This cannot be done in the Day 
Book, nor with any practical convenience in any book which 
forms a part of the system of accounts to be carried into the 
Ledger; and it is desirable to keep a separate book for the 
purpose, with references to the Day Book. 

Another description of Cost Prices Book will often be found 
very serviceable, the contents consisting of an alphabetical or 
arranged list, of all the articles which the firm may require to 
purchase, with a note of the various prices at which they have 
been or can be obtained. 

Note. — It is much less trouble to make a brief entry in a 
book of this character, than to copy out at full length, all 
Invoices received, in the Bought Book, as is sometimes done 
for the sake of securing a memorandum of the prices. 
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STOCK BOOK. 



For entry of the whole Stock in Trade at Stock-taking. 

Note. — The Stock may be taken down in a book provided 
for the purpose^ as easily as on loose sheets of paper^ and the 
account will then not be lost, but will be available for future 
reference. And there are various special circumstances, such 
for instance, as a change in the proprietorship of the business, 
when it is of importance that the particulars of the Stock 
should be on record. 

Stock should be taken at cost price. An abatement may 
be made for depreciated value, but no addition must be made 
to the original cost. In the case of goods the price of which 
fluctuates, the actual cost should be stated in the Stock Book, 
and never an increase upon it; as any increase would be a. 
profit, and the profit is not made so long as the goods remain 
on hand, but only when they are sold. 



WAREHOUSE BOOK. 

This is a book kept by Dr. and Cr., and used for the purpose 
of enabling the trader to know and check the amount of Stock 
on hand, at any time. It will be commenced by entering from 
the Stock Book all the Stock on hand, dividing the whole into 
appropriate heads, to which there will be an index for re- 
ference. The number or quantity of all articles that may be 
received, will be posted into it fix)m the Bought Book, and 
of all articles sold from the Day Book. The quantities 
that are in Stock at any time, can then always be seen by 
balandng the several accounts ; and at the next stock-taking, 
the Stock, when taken down, will, if no error has been made, 
correspond exactly with the balance of the Warehouse Book. 

This book should be kept when the nature of the business 
admits of it. It is chiefly suited to wholesale businesses. 
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where the goods come in and are sent out in large quantities^ 
or at least, are sent out without breaking bulk. In some 
manufacturing businesses it is of the greatest utility, and is 
carefully balanced every week. 



BAD DEBTS LEDGER. 

This is a book in which a record is kept of all JDehts which 
are either Bad or Doubtful, and therefore require a separate 
place of entry. The amounts appearing as Balances in the 
general Ledger, should include none, the payment of which, 
for any reason, either cannot be obtained, or is indefinitely 
postponed. These, though not necessarily to be considered 
as distinctly bad, or involying a total loss, cannot be mixed up 
with the ordinary book-debts without inconvenience ; and the 
proper course is to write off all such in the Ledger, by making 
an entry in the Jovfmal, debiting* "Losses Account,'' and 
crediting the individuals. All Book Debts written off to 
" Losses Account/' will be entered at length in the Bad Debts 
Ledger ; a book kept in the form of an ordinary Ledger, in 
which an account is opened in the usual way, for each of the 
debtors, leaving space to enter, as a Memorandum, all circum- 
stances and particulars relative to or affecting the account. 
The amounts standing in this book should not appear in the 
Balance Sheet, La case any money is recovered from any of 
the doubtful debtors, it will pass from the Cash Book, to the 
credit of "Losses Account'' for the time being. 

The most convenient form for this book, is Foolscap Folio 
size, ruled so that the accounts extend across both pages, the 
Dr. entries being on the left hand, and the Cr. on the right 
hand page. This will allow ample space for details paid memo- 
randa. 
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The two foUowing books are not uBed in ordinary trading 
accounts^ but may be briefly noticed by way of explanation. 

The Iktoicb Book is nsed in a merchant's connting-honse, 
for entry of a copy of all the '' Invoices '' sent out^ such In- 
voices consisting of an acconnt of goods^ generally sent off by 
sea^ with the different charges attending the shipment^ and are 
either on account and risk of consignee if sent in consequence 
of an order^ or are consigned for sale at the risk of the 
sender. The particulars will not be repeated in the Day 
Book, but only an abstract stating the sum total. 

The Account Cukbbnt Book is used for entry of the ac- 
counts between a merchant and his correspondents^ as 
delivered to them^ all particulars being set out at lengthy with 
reckoning of Interest^ etc. The nature of the accounts them- 
selves renders a book for the purpose necessary^ as they 
cannot be shown in the Ledger in the same form. 



Various other books are employed in special departments of 
business^ and by Joint Stock Companies^ and professional 
men, which, as they are not connected with the requirements 
of the ilianufacturer or tradesman, it will not be necessary to 
notice in this work. 
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CHAPTER VI. 

ON BILLS 07 KXCHAKGX. 

Bills o? Exchakge are in accordance with the cnstom and 
usage of Merchants. They were originally used to facilitate 
the transmission of money, and settlement of acconnts, 
between persons in distant countries. Their great con- 
venience and many advantages, have led to their adoption 
and general use in every branch of trade, inland as well as 
foreign, and the Bill Book now occupies a place universally 
in almost every counting-house. In the present chapter, a 
comprehensive statement will be given, in a brief and sum- 
marized form, of the nature and properties of Bills of 
Exchange, of the proper methods of dealing with them, and 
of the rights and liabilities of the several parties to them, as 
regulated by law. 

A Bill is an obligation, written on stamped paper, by which 
one person binds himself to pay a certain sum of money to 
another person, at a specified time. Its chief and leading 
property is its negotiability. It can be transferred from hand 
to hand by endorsement only, to any party, and the holder 
has a right of action in his own name for the value of it. 
The payment of a Bill is wicanditional ; that is to say, the 
acceptor binds himself to pay the sum named without any 
condition, or reference to other transactions ; consequently, the 
possession of a Bill confers upon the holder of it, (being a 
bon& fide holder for value), the absolute right to receive the 
sum of money for which the Bill is given at the time named. 

A Bill, as between a Creditor and his Debtor, fixes the 
amount of a debt so that it cannot be disputed, and appoints 
a definite day on which it must be paid. Between distant 
countries, it affords a ready and simple means of transferring 
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value from place to place^ without the passage of money ; and 
to the Creditor himself, the Bill has the advantage of being 
an assignable security, which can be either paid away, or 
realized in money for a small discount, thus enabling him 
to obtain payment in ready money, while at the same time he 
is affording an extended credit to his Debtor. 

1. The Foem op a Bill. 

A Bill may be either Foreign, or Inland; a Draft, or a 
Promissory Note. The particular form of words used is 
not essential, and may be varied according to circumstances, 
as in any legal bond or deed. The forms given below are in 
accordance with ordinary usage. 

A Foreign Bill op Exchange is an order whereby one 
person directs the payment by another person, of a certain 
sum of money, to a third person, or to his order, at a 
specified time. 

Form op a Foreign Bill. 

No. — . Ms. 5000. Lotidon, let March, 1868. 

Thirty days after sight [or. Six months after date], pay 

this my First of Exchange, (Second amd Third of same tenor 

and date not paid), to the order of Messrs. J. Robinson ^ Co., 

Rupees Five Thousa/nd, for value received as advised. 

A. B. Smith. 
To Messrs. Thomson, Brown 8f Co., 

Merchants, Calcutta, 

Accepted, June 10th, 1868 ; Tliomson, Brown ^ Co., payable 
at the Chartered Bank of India, Calcutta. 

This Acceptance will be written across the face of the Bill, 
and it will be endorsed on the back by /. Robinson ^ Co. 
It may be observed in explanation of this Bill, that A. B. 
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Smithy haying consigned Goods to Thomson^ Brown & Co.^ 
draws on ihem for the whole, or a part of the amonnt, and 
obtains the value of the Draft from J. Robinson & Co., 
or from the correspondent of that firm in London. 

Inland Bills are usually less complex; the Drawer and 
Payee being most frequently the same person. 

Form of an Inland Bill. 
Xo. —. £200 Os. Od. London, Ut March, 1868. 

Four months after date, pay to our order, [or, to the order 

of ], Two Hundred Pounds, Value received, 

J, Brown 8f Co. 
Messrs. White 8f Smith, 

Drapers, Bristol. 

AoGunD, Wlnte 8f Smith ; payable at the Imperial Bank, 
London. 

The above forms when first drawn are Drafts. After 
Acceptance by the person on whom they are drawn, they 
become complete Bills. 

Inland Bills generally consist of a single document, but 
Foreign Bills are usually drawn in sets of two, or three, all 
being of the same tenor and date, and each containing a 
condition that it shall be paid provided the others are unpaid. 
These are intended to be sent by different ships, or routes, as a 
security against accidental loss or delay; and consequently 
when one is accepted, or paid, the others become void. If 
only one Foreign Bill is drawn, it will be drawn as a " sole '' 
Bill. When drawn in sets, all the set of two or three are 
passed to the purchaser (/. Robinson 8f Go.). 

A Bill is understood to be payable at the Acceptor's 
residence, as named in the Bill, unless otherwise ordered. 
It is usual for an Acceptor to make the Bill payable at his 
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Baaker's^ and his acceptance in this form is an order to the 
banker to pay. This is both convenientj and renders the Bill 
more easily negotiable. Bills drawn in London^ .on persons 
carrying on business in the country, are usually required to 
be made payable in London, as it is otherwise difficult to 
negotiate them, or present them when due. This arrange- 
ment can always be eflfected, by ascertaining the London 
Bank which acts as Agent for the local Country Bank, and to 
whom such Country Bank will remit, or advise, the amount on 
the day when the Bill becomes due. But London bankers will 
not receive money to pay a Bill from persons having no 
banking account with them, except by remittance through 
another bank. 

A Promissory Note is a promise to pay a certain sum of 
money, to a person named therein, or to his order, at a 
specified time. Promissory Notes were first made legal by 
the Statute of Anne; (3 and 4 Anne, c. 9). They are subject 
to the same stamp duty, and the same legal rights and 
obligations, as Bills of Exchange ; and if payable to order, 
are negotiable in the same manner. 

Form op a Promissory Note. 
£100 09. Od. London, let March, 1868, 

Two months after date, I promise to pay Mr. J. H, Wilson, 
or order. One Hundred Pounds, for value received. 
At William Clarice. 

No. 500, Oxford Street. 

The note may be made payable at the drawer's address, or 
at his banker's, or at the address of the payee. If the latter, 
the place where payable should appear in the body of the note, 
thus : — I promise to pay to Mr. J. H. Wilson, or order, at his 
office. No. 600, Oxford Street, One Hundred Pounds, 8fc. 
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FoBir or a Joint and Seyebal Pbomissoby Note, 
WITH Interest. 

£150 Os. Od. London, Ut March, 1868. 

On demand, [or, months, weeks, or days, after 

date] w^ jointly and severally promise to pay to Mr. B. Walker, 
or order. One Hundred and Fifty Pounds, for value received, with 
Interest at the rate of Six per cent, from this date. 

At William Robertson. 

No. 100, Comhill. James Brown. 

If signed by more than two persons, the form nsed may be, 
" We, or any two or more of us jointly, amd each of us severally, 
proTnise," etc. 

A Promissory Note may be made payable by Instaknents. 
Days of Grace are allowed on each instalment. A provision 
may be added, that on failure of one instalment, the whole 
debt is thereupon to become dne and payable ; thns : — 

Form of a Pboxissoby Note Payable by Instalxents. 

£160 Os. Od. London, 1st March, 1868. 

I promise to pay [or. We jointly and severally promise to 
jMiy] to Mr. R. Walker, or order, the sum of One Hundred and 
Fifty Pounds, for value received, in manner following: that is 
to say, the sum of Fifty Pounds Two months after tJie date 
hereof, the further sum of Fifty Pounds Four months after the 
date hereof, and the remaining sum of Fifty Pounds Six months 
after the date hereof; but if default be made in payment of 
any of the said Instalments, or any part thereof, then the Whole 
of the sum of One Hundred and Fifty Pounds, or so much 
thereof as shall remain unpaid, shall forthwith become due and 
payable. 

At William Bobertson. 

No. 100, Comhill. 
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A Bank Note is a Promissory Note issued by a Banker, 
and made payable to bearer on demand. 

An I. O. U., stated in the form ''I. 0. U. Ten Pounds/' is 
only evidence of a debt, and is not negotiable. If words are 
added, promising to repay the amount at any specified time, it 
would be a Promissory Note, and would require to be written 
on a Bill Stamp. 

The negotiation of any Bill of Exchange, or Promissory 
Note, for the payment of 20«. and above that sum, and less 
than £5, was formerly prohibited by statute under penalty, 
but is now legal, the prohibitory Acts having been repealed 
by 26 and 27 V. c. 105. The restriction was imposed with a 
particular reference to Bankers' Promissory Notes, which are 
still the subject of special legislation. In ordinary business. 
Bills or Notes for sums of £5 or less, will very seldom be 
requisite, or of any utility. 

When a Promissory Note is signed by two or more persons, 
and commences '^ We jointly and severally " [or, " We, or any 
hvo of vs jointly, and each of us severally,'] promise to pay/' 
it is a several as well as a joint Note, the parties (or any two 
of them in the latter case) may be sued jointly, or each of them 
separately, and each of them is bound to pay the full sum to 
the holder. 

When a Bill or Note is drawn at one or more months after 
date, Calendar months are always understood. If a Bill at 
one month is dated the 3lst of December, the month will 
expire on the 81st of January; if at two months, on the last 
day of February, that is on the 28th, or in leap year on the 
29th. To this term, in all cases, the three Days of Ghrace 
must be added. 



2. Requisites of a Bill. 

A Bill must state, 1 . The sum, the place where drawn, and 
the date. 2. The time when payable. S. The name of the 
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person to whom it is to be paid^ if otker than the drawer. 
4. Name and address of the person on whom it is drawn^ and 
by whom it will be accepted and paid. 5. Signature of the 
Drawer. 

A Bill must be for the payment of money only ; and not for 
payment of money conjointly with any other act, as the 
delivery of goods. 

The payment must be absolute, and not contingent on any 
uncertain event, or depend on any particular fund. 

A Bill must be duly stamped, both with a proper Bill 
Stamp, and of the full value. Failing this, it cannot be 
received in evidence in any Court of Law, and there will there- 
fore be no power of recovery; but the use of a Stamp of 
higher value than the law requires does not affect the Bill. 

K a Bill be altered in any material point, after it has been 
drawn and accepted, without consent of the parties, their 
liability will be discharged. 

An alteration in any point not material, made before a Bill 
is circulated, will not destroy its validity, particularly if the 
signature, or initials of both parties, be placed in the margin 
in token of consent. Bat alterations and erasures are always 
dangerous, and it is better, if practicable, to destroy the 
incorrect Bill and make a fresh one. 

A Bill must be payable, either " to order/' or " to bearer," 
and thereby becomes negotiable; that is, capable of being 
transferred to any other person. But the form "to bearer 
is seldom used except by bankers. 



3. Pabties to a Bill. 

The Drawer, is the person who makes or draws the Bill or 
Drafl. 

The Drawee, is the person on whom the Bill is drawn. 
After acceptance he becomes the Acceptor, and by acceptance 
is bound to pay the amount when due. 



>» 
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The Payee, is the person for whom, or to whose order, the 
Bill is made payable; and is sometimes the Drawer, some- 
times a third person. The payee must always be the first 
Endorser. 

The Endorser, is the person who writes his name on the 
back of the Bill. Every person holding the Bill and paying 
it away, should be required to endorse it. He thereby 
becomes liable for the value to every succeeding bona fide 
holder. 

The Endorsee, is the person receiving the Bill from a previous 
Endorser, and is, while he retains the Bill in his hands, the 
holder. 

The Holder, is in all cases the person in possession of a 
Bill. 

Persons under age, persons non compos mentis, and 
married women, are incapable of becoming parties to a Bill. 
But though no action can be maintained against any such 
persons, on any Bill which may have been drawn, accepted, or 
endorsed by them; yet the holder of the Bill may recover 
against any subsequent Endorser of the same Bill, if a holder 
for value without notice of such circumstances. 

A Bill may be drawn, accepted, or endorsed, "per 
procuration'/* that is, by an Agent acting for the party, on 
a sufficient verbal or written authority, which authority it 
is incumbent on him to produce, or prove to the holder, if 
required ; and any person taking a Bill so drawn, accepted, 
or endorsed, is bound to enquire into the extent of such 
authority. 

Such Agent's signature must be made with some written 
words showing that he acts on behalf of his principal ; other- 
wise he will be bound personally, and his principal will not be 
liable. 

Corporations may be parties to a Bill of Exchange, through 
the action of their proper officers, and under their Corporate 
Seal, as regulated by their Act of Incorporation. 



Digiti 



zed by Google 



UNIVEB8AL SYSTEM OF BOOK-KEEPING. 49 



4. Dbawinq of a But. 

Inland Bills are most frequently drawn at a specified 
number of days, weeks, or months, after date ; bat sometimes 
at various periods, as " on demand/* ** at sight/' at a given 
time "after sight/* or on a day specially named. Foreign 
Bills are sometimes made payable at '^ Usance" signi- 
fying thereby the term established by the custom of the 
country, and not requiring to be stated. If the usance be 
one month, double usance will signify two months, treble 
usance, three months, and half usance, fifteen days. But the 
custom of drawing Bills at usance is now becoming obsolete. 

In drawing a Bill, it is desirable not to deviate from the 
form established by ordinary custom without a satisfactory 
reason. 

A Bill should always be drawn, so that the Stamp cannot 
be removed, and so that no alteration of the sum, or in any 
other point, can be made, by taking advantage of any blank 
spaces left at the beginning or end of the lines. The Sum 
should always be written in words, at full length, in the body 
of the Bill. 

Bills of Exchange and Promissory Notes cannot be stamped 
after they are drawn, and must therefore be drawn upon paper 
stamped with a Bill Stamp of the proper value. 

5. Of thb Coksideration. 

Every Bill is drawn for valu^ received, that is, presumably 
against value in the hands of the Drawee : but the want of a 
sufficient consideration may be pleaded in an action on a Bill, 
and if the Bill can be shown to be an Accommodation Bill, and 
the holder has given no value, he cannot recover ; or if only 
partial value, then for no more than the amount he has given. 

A Bill is void if made for an illegal consideration, as for 
compounding a felony, or for money won by gaming. 
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Bat a want of consideration cannot be maintained by anj 
person against whom an action has been bronght^ if he has 
received one himself; nor by the Acceptor, or any other per- 
son, against a holder who has received a Bill bondfde, without 
notice of the circumstances, and has given good consideration. 

The use of the words " value received/' is in accordance with 
ordinary usage, but they are not essential. They must be 
taken to mean either value received by the Acceptor of the 
Drawer, or by the Drawer of the Payee. 

In the event of Bills being drawn "for accommodation,*' 
that is, without any valuable consideration having passed, the 
Acceptor should obtain for his protection a written under- 
taking, or an acceptance for the same amount, from the 
Drawer. 



6. Of this AcciSFTANCB OT A Bill. 

Acceptance is usually performed by writing across the face 
of the Bill the name of the Acceptor, with the name of the 
Bank, or other place where he wishes to make it payable. It 
will, if not otherwise directed, be payable at his own address 
as given in the Bill. An acceptance may however be written 
on any part of the face of the Bill. 

It is a binding acceptance, if the Acceptor writes his name 
only, or his initials (which however may require to be proved 
genuine), on the BlQ, but a verbal acceptance is now not 
binding. 

By acceptance, the Acceptor binds himself to pay the Bill 
in conformity to its tenor. 

In acceptance of Bills After Sight, the date should be 
written following the word " Accepted,'' and before the Ac- 
ceptor's name ; and the date must be the day when presented, 
or at least not later than the day following. The time of 
payment is computed from the date, not of the Bill, but of the 
acceptance. 
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The Drawee of a Foreign Bill ought to accept in twenty-four 
hoorSj or signify his intention to refuse. Should the Drawee 
refuse to accept when he has Assets in his hands^ the Drawer 
may recover damages. The holder of a Bill payable '^ after 
sight/' is bound to present it for accept€mce within a reason- 
able time^ in order that the responsibility of the Drawer may 
not be protracted. But this obligation does not extend to a 
Bill payable on a fixed day, because a delay in presenting it 
for acceptfimce does not protract the responsibility of the 
Drawer. 

A Bill is sometimes accepted " supra protest/* This is an 
acceptance after the Bill has been allowed to be protested, 
given either by the Drawee, or by some third person on be- 
half of the Drawer, in order to accommodate him, and save the 
expense and loss of credit that would be occasioned by a dis- 
honoured Bill. The Drawer, sometimes, when uncertain if the 
Drawee will be in a position to accept, attaches to the Bill a 
slip having the words, " in case of need apply toZ 8f Go,/' who, 
the Bill having been protested for non-acceptance by the 
Payee, can then take it up, writing their acceptance in this 
form, '^ Accepted supra protest, in honour of A B" etc. 

A Bill accepted by one partner, in the name of the firm, 
and for firm purposes, binds the firm ; but a Bill drawn on 
two or more persons not in partnership, must be accepted by 
each one. 



7. Of thx Endobssxxnt or Bills. 
Any Bill payable " to order'' may be transferred by endorse- 
ment,. thht is to say, when the Payee has written his name on 
the back of the Bill, it passes, with a full transfer of all his 
rights, to the person receiving it firom him; and from this 
person, when endorsed again by him, or by delivery without 
endorsement, it passes in like manner, to eveiy subsequent 
Endorsee or holder. 

I 2 
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An Endorsement may be either blank, or special. A blank 
endorsement consists of a Signature only, made on the back 
of the bill. 

A Special Endorsement mentions the name of the person 
to whom the Bill is endorsed, as, " Pay to the order of A B 8f 
Co., G. D," The Bill oannot then be paid, or transferred, 
without the additional endorsement of the party to whom it 
has been thus specially endorsed. A Bill endorsed in blank, 
may be transferred to any person, by delivering it to him 
without further endorsement ; but the party receiving a Bill 
should always require the endorsement of the party delivering 
it, as he thereby obtains a guarantee. 

An Endorsement has the effect of a promise to pay by the 
Endorser, should the Acceptor, who is always primarily liable, 
fail to do so. Each Endorser can recover against all or any 
precedent parties to the Bill, due notice of dishonour having 
been given. There is no limitation to the number of endorse- 
ments, and if there be more than can be contained on the back 
of the Bill, a slip of paper may be annexed and they may be 
written on it. 

The Endorsee must be able to prove a consideration, since 
if a Bill should happen to have been stolen, or lost, or to be 
illegal in its inception, the holder, in order to recover, must 
be able to prove that he is a holder for value, and without 
notice of such circumstances. 

A Bill partially paid, either by the Acceptor, or the Drawer, 
may be endorsed over for the balance remaining due. 

Foreign Bills are frequently passed by endorsement through 
several hands before they are accepted. 

A Bill may be endorsed without personal liability, by 
using express words of qualification, thus, " Pay thfi contents 
to A By or his order, without recourse to me, 0. D.'' Any 
person receiving a bill so endorsed, receives it with an 
implied understanding that no responsibility attaches to such 
Endorser. 
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8. Of ths Di8cx>ukt of Bills. 

Discount xneazis the obtaining the value of a Bill before it 
is due^ by the holder, from a Banker, Bill Broker, or other 
person to whom he endorses it, and who will pay oyer in 
money the amount of it, less " discount ; " that is interest, at 
an agreed rate, for the remainder of *the time the Bill has to 
run. 

Bills should not be received for discount except from persons 
who are known and responsible, as if it should turn out that 
the instrument has been stolen, or fraudently obtained, the 
rightful owner may bring an action to recover possession, and 
the security may have to be giren up. And careful attention 
should be paid to any Special Endorsement, such as ; '^ Pay to 
A B or order, for my use" A Bill having such an endorse- 
ment is not properly negotiable, as the holder or the acceptor 
might be held liable to see to the application of the amount 
of it when received or paid. 



9. Of thi Pbssintxsnt of Bills. 

It is the duty of the holder of a Bill to present it on the 
proper day, during business hours, to the proper person, at the 
proper place. Failure to do so, or to give notice of non-pay- 
ment, will exonerate the drawer and endorsers from their 
liabilities, leaving the holder without recourse, except against 
the acceptor. A bill made payable at a Bank, must be pre- 
sented within banking hours, or there will be no evidence of 
default of payment. 

In Great Britain, three Bays of Grace are allowed, in addi- 
tion to, and counted from the expiration of, the time named in 
the Bill. The last of these three days is the day on which the 
Bill is due. 

If the last day of grace be Sunday, Christmas-day, Good 
Friday, or any public fast or thanksgiving day, the Bill then 
becomes due and must be presented the day previous. 
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No days of grace are allowed on Bills payable on demand. 
When payable at sights the nsnal three days grace is allowed 
from the sight. 

Days of grace vary in different countries, and must be com- 
puted according to the usage of the place where the Bill be- 
comes due. Three days are allowed in Great Britain and 
Ireland, at Berlin, Vienna, and in America. In France, ten 
days were formerly allowed; but they are now entirely 
abolished. 

A Bill must in all cases be presented ; if the Acceptor be 
bankrupt, to him, or to his assignees ; if dead, to his execu- 
tors, or at his house. 

In case of presentment, and non-payment by the Acceptor, 
the holder must give immediate written notice to the Drawer 
and Endorsers, or as many of them as are known to him. 
Sometimes the last Endorser will pay the amount to the holder, 
and the Bill will return, from hand to hand, through all the 
Endorsers, to the Drawer. The holder may sue the Drawer and 
all or any of the Endorsers at the same time. 

If the Drawee of a Foreign Bill either does not pay, or re- 
fuses to accept, a " Protest " becomes necessary. This is a 
written evidence, drawn up by a notary public, proving that 
the Bill was duly and properly presented, and that the accept- 
ance, or payment, was refused, and for what reasons. 

" Noting *' the Bill, is the notary marking it with his name, 
or initials, as a token that he has presented the same and of 
its dishonour, and is preliminary to the protest. Inland Bills 
are commonly noted in order to insure evidence of their pro- 
per presentment, but this proceeding is not of any moment^ 
when, as is very frequently the case in ordinary business, there 
are no endorsers, and no parties to the Bill beyond the drawer 
and acceptor. A Bill requiring to be noted, or protested^ 
should' be placed in the hands of the notary at once, so that 
he may call the same day. 

If a Foreign Bill be presented, and acceptance refused^ the 
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holder must give prompt written notice; that is, by first post, 
to all parties to whom he intends to apply for payment. An 
examined copy of such notices shoold be kept, and the 
notices sent through the General Post Office. Evidence that 
they were so posted will be deemed to be evidence of their 
delivery. 



10. Of the Patmbnt op Bills. 

The Acceptor of the Bill is liable to all parties for the pay- 
ment, and the Acceptor, the Drawer, and all previous En- 
dorsers, are liable to every Endorser. 

Erasure of the name of the Acceptor by scoring it through, 
cancels it, and exonerates him from his obligation to pay it. 
Similar erasure of an Endorsement destroys it, and re-invests 
the Endorser. 

Payment should be made only to the holder, and may be 
refused unless he deliver up the Bill; but when a Cheque 
is tendered in payment of a Bill, the holder is not bound to 
give up the Bill until the Cheque is cleared. 

When a Bill is paid, a receipt should be written on the 
back. If part is paid, a receipt for the amount should be so 
written ; as, otherwise, the party may be liable to pay the sum 
a second time to another bondjide Endorsee. 

If a debtor pay a debt by remittipg a Bill through the Post, 
by the direction of his creditor, and the Bill be lost in 
transit, the debtor will be discharged ; but he must be able 
to prove the delivery of the letter containing it to the post 
office, and the creditor may recover the amount from him 
on giving a good and sufficient indemnity. In the event of 
the loss of a BiU, notice should be given to the Acceptor and 
all other parties to it. 

The holder of an unpaid Bill of Exchange is legally entitled 
to receive interest at the rate of five per cent. ; but a Bill may 
be drawn to carry interest, at any agreed rate, firom the time 
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of its date, and such interest is recoverable with the principal. 
(See above— the second *^form of a promissory note/* which is 
supposed to be for repayment, with interest, of borrowed 
money.) 

When a Bill is unpaid, and the parties to it, two or more 
in number, are bankrupt, the holder may prove against the 
estate of each for the whole amount due to him on the Bill, 
and receive dividends from the several estates upon the sums 
proved, until he shall be paid in full. 

A summary method of proceeding for the recovery of the 
amount of an unpaid Bill of Exchange, or Promissory Note, is 
given by the Bills of Exchange Act, 18 and 19 V., c. 67, which 
provides that all actions on Bills or Notes, commenced within 
six months after due, may be by a writ of summons in a pre- 
scribed form, and the plaintiff, on filing affidavit of personal 
service, may at once sign final judgment. The defendant 
may make an application to a Judge, within twelve days 
from the service of the writ, for leave to appear; but 
he must show that he has a defence on the merits, or pay the 
amount into court. Any frivolous or fictitious defence to an 
action is thus prevented, and the holder of a Bill, unless the 
party sued has a hoTia fide good defence, can obtain an exe* 
cution in thirteen days. The like remedy is given for re- 
covery of expenses incurred in noting for non-acceptance, or 
non-payment, of any dishonoured Bill or Note; and one 
action will suffice against one or all of the parties to the Bill. 



Practical Bulbs fob Book-ejbspino in befssence to Bills. 

1. A Bill is not money, and therefore should have no place 
in the Oash Book, A Bill is a promise to pay, which is a very 
different thing from the actual payment ; and the practice of 
entering Bills received, as money, in the Cash Book, is most 
erroneous. 
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2. Money receired or paid on atcount of Bills, is to be 
entered in the Cash Book as such. The account of the Bills 
themselves mqst be kept in another and separate place^ or the 
inevitable result will be confusion and difficulty. 

3. A Bill constitutes a kind of commodity of a specific 
character. It is a negotiable security^ and requires to be 
entered on the books^ and dealt with, as property or assets in 
hand^ of a special and distinctive nature, of which a separate 
account must be kept. 

4. When an account against a Debtor is settled by his 
acceptance of a BiU Receivable, it is to be balanced and closed 
by crediting the personal account with the amount of the BiU, 
and debiting Bills Receivable with the same. The personal 
account is thus completely closed and settled, and any dispo- 
sition made of the Bill, or money received on account of the 
Bill, will have no reference to it. The same sum of money 
will be still owing until the Bill is paid ; but it will be owing 
not on the account, but on the Bill, the account having been 
dosed in exactly the same manner as if settled by a credit of 
Ooods per contra, the subsequent disposition of which, can in 
no way affect the account. The same observations apply, vice 
wersd, to a Bill Payable. 

5. When a Bill is Discounted, the operation requires to be 
entered on precisely the same principle as the sale of goods. 
The Bill is really sold for a proper consideration, which, being 
paid in money, will be placed to thd Debit of Cash, and Credit 
of Bills Receivable Account. 

6. When a Bill is disposed of by paying it away to a 
creditor, the transaction amounts, in fact, to goods sold for 
the value of original cost. The Creditor's account will be 
debited, and the BUls Receivable account credited with the value 
of the BiU. 

7. Discount is the difference between the original cost of the 
Bifl and the price received for it when turned into money. It 
therefore occupies a substantial position in the accounts as a 
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loss sustained^ or expense incnrred; in realizing Bills Re- 
ceivable j and it is strictly correct to enter the amount of it in 
the books as a payment. 

8. When a Bill is returned unpaid, its commercial value as 
a negotiable instrument ceases, and the amount which it re- 
presents, being no longer due in the form of a good Bill, must 
be debited to the person who ought to have paid it, and firom 
whom it will have to be recovered. It must therefore be 
entered as a " Bill Returned," or " Bill Dishonored," to the 
CreM of the Bills Receivable, and to the Behit of such person ; 
and while the same amount is still owing, it will be transfenoad 
back again, being entirely written off and taken away from the 
Bills account, and added to the Personal account. 

9. Bills Receivable on hand, constitute a separate and 
substantial portion of the Assets of a business, and Bills 
Payable, in the same manner, of its Liabilities; and each 
requires to be shown, as a separate and distinct item, in the 
Balance Sheet. 

10. The best method of keeping a Bills Account^ is that in 
which a record of the particulars of all the Bills, together with 
the Cash received and paid/»er cowbra, and the Balance in 
hand from time to time, can be shown in the easiest manner. 
The complete Dr. and Or. '' Bill Book," given with Sit II., 
Chapter VIII. (to which refer), has the great recommendation 
of being clear and perspicuous, and attended with the least 
possible trouble, as it renders every figure of re-entry or 
repetition unnecessary. 
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CHAPTER VII. 

THK nTHOD OF EEIUNO AlTD FOSTIKQ THl BOOKS. — MODSL SET 

or BOOKS^ 

SET I., TRADERS' BOOKS. 

Thi use and character of the various Account Books having 
been above described^ it now remains to explain the best 
methods of keeping, posting, and balancing them. Eor this 
purpose, the model sets of books in the present and three 
following Chapters are given, in which the Nxw Ihpbovid 
TJkivsbsai. Ststxm of BooK-KBBFiNa will be foond folly illus- 
trated, and the methods will be shown, bj which it is to be 
applied to businesses of various different descriptions. These 
model sets will show as large a number of entries, and the 
most convenient methods of arranging them, as will be 
sufficient to exemplify all the contingencies of actual daily 
practice ; and are intended to furnish all particulars that are 
required to make them, taken collectively, a complete guide 
for every trader. 

The present chapter contains " Skt No. I., Trtiderg' BooW^ — 
(that is, books adapted to the use of a trader, or dealer, in 
contradistinction from a manufacturer), in which the System 
of Book-keeping is illustrated in the shortest and most 
compact form. The accounts are presented in the method 
applicable to the smallest businesses, and by limiting the 
extent of them to a single month's transactions, they are 
brought into a small space. They however include the stock- 
taking, and are sufficiently comprehensive to constitute a 
complete epitome of the system. 

Chaftbb Vin. contains " Set II., Trader^ Books; '' and shows 
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the arrangement required in a business of larger magnitude, 
and which is divided into different Departments, the accounts 
showing the profits accruing in each department separately. 
Chapters YIII. and X. also explain the method of arranging 
Partnership accounts. 

Chapter IX. contains ''Set III., Manufacturers' Books;'' in 
which the form of the accounts is adapted to the use of a 
Manufacturer. 

Chapter X. contains Supplementary Forms, giving a number 
of such variations in the method of keeping the accounts, as 
will be found useful in businesses of different positions and 
character. 

The whole of these, taken together, will constitute a manual, 
by the use of which the proprietor of every business will be 
enabled, by comparison and selection, to construct such a 
method, as will at once fulfil all the conditions of good book- 
keeping, and be most in harmony with his own particular 
situation and requirements. 

THE METHOD OF KEEPING AND POSTING THE 

BOOKS. 

I. Geksral Principles. 

Every transaction in, or relating to a business, should be 
distinctly entered at the time when it takes place. 

A separate book, or place of entry, should be provided for 
every separate set or class of transactions ; so that all those 
of the same character, may be kept in the same place of entry 
consecutively. 

The saTiie amounts, which are posted from either of the 
subsidiary books to the Dr. side of any account, or accounts, 
in the Ledgef, must, in all cases, be posted to the Or. side of 
some other account, or accounts ; so that the total entries on 
the Dr. side of the Ledger vnll always be equal to the total 
entries on the Cr. side. 
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In order to get the amounts contained in them into the 
Ledger^ in the shortest and most conyenient form^ all the 
columns of all the books mnst be cast^ and the totals 
obtained, — ^the amount of such totals being required for the 
purpose of carrying them into the Ledger in one sura, on the 
side of the account opposite to that to which the single items 
have been posted, and thus to maintain the equilibrium of the 
two sides. 

It will be obvious that if the Totals posted into the Ledger 
on the Dr, side are equal to those posted on the Cr, side, the 
Balances will always be equal. (See Chapter III.). 

It will also be obvious that no entry must in any case be 
made in the Ledger, unless as a posting from one of the 
subsidiary books ; because any such amount would appear on 
one side of the Ledger only, and thus disturb the equal 
balance between the Drs, and Ore, which must always be 
maintained. 

An erasure, or alteration in an entry, is inadmissible after 
it has been posted, or the page of the book in which it occurs 
has been cast up. Any error that is discovered must be 
corrected by making a fresh entry, the method of doing which 
is shown in Set II. 

Ledger accounts should always be bcJanced and ruled off at 
regular intervals, monthly or quarterly, and the amount of 
Balance brought forward. The position of the account is 
then easily seen on inspection, while an account in which a 
large number of entries are left to accumulate, perhaps on 
both Dr. and Or. sides, without balancing off, is always 
obscure and troublesome. 

Never allow arrears of book-keeping to accumulate. 
Business will always pay its own expenses ; and if through 
any temporary increase and pressure of trade, there should 
not be time to give proper attention to the books, it will 
always be found economical to obtain such assistance as may 
be necessary to keep them up. 
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A careful and methodical attention to the whole of the 
accounts is absolutely necessary. Accuracy is a primary end 
of all book-keepingj and can only be obtained by continual 
and systematic care and exactness. There must be accuracy 
in the original entriesi accuracy in the subsequent postings, 
and accuracy in every place throughout the whole accounts. 
Note. — This affords no ground of objection against good 
book-keeping; but on the contrary^ the habit of careful and 
methodical accuracy which it requires, is in itself an adyantage 
to every trader. 

In order to secure the attainment of correct results with 
facility, there must be a thoroughly efficient systematic arrange- 
ment of the whole of the accounts. The method in which 
this is to be accomplished will be found illustrated in the fol- 
lowing Model Sets of Books. It has been taken as a rule in 
their construction, to avoid difficult and complicated forms for 
the accounts ; all the books are simple in form and easy to 
keep, and there is a constant self-acting system of check main- 
tained throughout, which ensures the accuracy of the totals, 
and consequently, will conduce as far as is practicable to 
render an error an impossibility. 

2. Explanation of the Modxl Set of Books, 
SET I., TRADERS' BOOKS. 
This Set is arranged in a method adapted for any business 
in which the transactions consist of Sales and Purchases; 
that is a Trading , as distinguished from a Manufacturing 
business. It is intentionally reduced into a small compass, 
with the object of giving an exemplification of the New 
Improved Universal System of Book-keeping in a complete 
form, with the greatest possible brevity ; and it will be seen 
that though the entries are few, and the amounts small, the 
accounts are, nevertheless, as perfect in form as those of the 
largest businesses, and are founded on exactly the same 
principle. 
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They extend over a period of one month. The business 
commences with a capital of jQ400 in money, and at the end 
of a month the stock is taken, and the books balanced, 
showing the gross and net profit, the amount drawn out for 
private nse, and the amount of capital that then remains. 

Note, — The proprietor's name is not mentioned, since 
it is not required. He is represented by the two accounts in 
the Ledger, headed '* Capital" and "Private Account" The 
first of these states the amount of property he has in the 
business, and the second the sums he draws out of it from 
time to time for his private use. 

Note, also. — As this Set and the other Model Sets of Books 
which follow it are intended, not for arithmetical exercises, 
but as forms to illustrate a principle, all unnecessary words 
and figures are omitted, and the entries are intentionally 
made brief and general. They are not applied to any one 
particular business ; and the general term " Goods " is made 
use of, which is applicable to every business ; and it is under- 
stood that when it is employed in the Bay Book and Gash 
Sales Book, oxlj person making use of the form will substi- 
tute for it the specific particulars of his own goods, stating 
all the items of which the parcel of goods sent out to each 
customer is composed, in the inner money column, and the 
totals, being the amounts required for posting to the Ledger, 
in the outer money column. 

The Set consists of the following books: — 

1. Dat Book. 

2. Gash Sales Book. 

3. Bought Book. 

4. Journal. 

5. Cash Book. 

6. LiDGIB. 
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1. DAT BOOK, page 80. 

This book is to receive the entries of all goods sold. Those 
sold on credit are to be entered in it from day to day, and 
those sold for ready money are to be brought into it from the 
Cash Sales Book, at the close of each week. The totals of 
this book will then show the Total Amount of Ooods Sold. 

The arrangement to carry the totals of each entry into 
a second money colomn possesses a double advantage. In 
the first place, the amounts to be posted into the Ledger 
being in the outer column, by themselves, are all clear and 
distinct to the eye, so that the accurate transfer of them is 
rendered easy ; and in the second place, the double addition 
at the foot of the page, is a check on the accuracy of the 
addition itself. It guarantees the correctness both of the total 
sum, which is posted to its own proper account in the 
Ledger, and also of the subordinate castings throughout the 
page, thereby furnishing a proof that each person is debited 
with the correct sum total of all the items of the goods 
supplied to him. 

Every amount entered in the Day Book, is posted into the 
Ledger to the Debit of the person named, that is to say, it is 
entered on the Dr., or left hand side of his account ; and the 
sum total is posted into the Ledger each week to the Gredit^ 
that is, on the Or., or right hand side, of the Ooods Account 
Thus the same amount, in the aggregate, is always carried to 
the Dr, side, and to theOr. side of the Ledger. 

The figures in the left hand margin of each page, show the 
folio in the Ledger to which each item is posted. 

Note, — The Obdeb Book, which in actual practice precedes 
the Day Book, needs no representation. Its entries should 
be cancelled, with a reference to the page of entry in the 
Day Book, and each entry in the latter should show the page 
in the Order Book where the order stands. 
Refer to Day Book, Chapter V., page 24. 
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2. CASH SALES BOOK, page 84. 

This is to be (Considered as a subsidiarj book to the Day 
Book, in which ready money sales are to be entered by 
themselves. Its form and extent will vary indefinitely, 
according to the character of the business. In cases where 
cash sales are rare, they can be entered in the Day Book 
in the same manner as credit sales, and this book will not be 
required. In cases where numerous very small sums are 
taken over the counter all day long, and placed in the till, the 
Cash Sales Book may also be dispensed with, an entry being 
made every evening simultaneously, in the Cash Book, and 
Day Book, of the amount taken during the day. This practice 
is not desirable, since where it is followed, it is difficult to 
establish any check upon the correctness of the amount found 
in the till in the evening, and the principal is obliged to rely 
exclusively on the honesty and the accuracy of his assistants. 
In some businesses where it is impracticable or inconvenient 
to write down everything, a check to a certain extent is 
provided, by placing a cashier in a central position, who 
makes a note of all the amounts paid over the counter, each 
assistant when he receives money naming the sum in. a dis- 
tinct voice so that it may be taken down ; and thus a nearly 
approximate entry is obtained of the whole sum received 
each day. It is, however, highly desirable to take down the 
particulars of all cash sales, and it will always be found worth 
while to make an effort to do so; the record being most 
useful for various purposes. See further. Chapter X., No. 11. 

The present Cash Sales Book is ruled with two money 
columns, which are cast up each week, in the same manner as 
the Day Book. If preferred, the castings of the totals at the 
foot of the inner column may be omitted, and a line ruled 
through the inner column at the end of each day's entries ; 
tSte correctness of the total for each day, being always checked 
in balancing the Cash. (See Cash Book, page 70). Every 
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item of goods sold for cush is to be entered in this book ; the 
particulars^ with name and address of customer when same 
is given, are to be entered where the word " Ooods " occurs 
in the present example. The total sum received each day, is 
to be entered every night in the Cash Book, and the total 
for the week, carried, each week, into the Day Book. The 
figures in the left hand margin, indicate the folios of the Gash 
Book and Day Book to which the amounts are transferred. 

3. BOUGHT BOOK, page 86. 

All goods purchased are to be entered in this book from 
the Invoices. It being generally unnecessary to take the 
trouble of entering the particulars of each invoice, which can 
always be found when required, by reference to the invoices 
themselves, a single line will be sufficient for each entry in the 
Bought Book, stating the date, name of the creditor, and 
amount. Every amount entered here, will be posted into the 
Ledger, to the Credit of the person named ; the Ledger folio 
being placed in the inner margin, and the totals, when the 
column is cast up, to the Debit of the Ooods Account, thus again 
always carrying the same amounts to the Dr. and Cf. sides of 
the Ledger. 

Since, however, this book contains the whole purchases, 
and as some of these will consist not of goods for sale, but of 
goods for use and consumption, such for example as Stationery; 
any items of this description must be distingpiished, so that 
they may be carried to the Debit, not of the Ooods Account, but 
of the proper Expense Account, in the Ledger. This is easily 
done by appending to each entry a word signifying whether 
"Ooods," or " Expenses ;" and any amount, not being " Ooods/* 
can then be distinguished at the foot of the column (as shown 
in the entry of Ma/rch 8th). The amount of " Goods,*' and 
" Expenses,'' can then be posted each to its own account, and 
as the whole are carried into the Ledger, the equilibrium be* 
tween the Drs. and the Ors. is still preserved. 
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In the book here given, the purchases are entered every 
week. In a small business, this, however, is not necessary, 
and the account may be continued through the month, being 
cast up, and the total carried to the debit of the proper 
accounts in the Ledger, at the end of each month. The 
practical mode of entry adopted is usually as follows. In the 
first instance, the invoices are placed on a file, after having 
been marked with the initials of some person in the establish- 
ment, to indicate that the goods to which they relate have 
been received and compared, and found to be in correspond- 
ence with them. They will at any opportunity subsequently, 
be examined, to check the prices and castings, and placed on 
a second file, ready for entry. Lastly, the book-keeper at 
any convenient time during the month, or once for all at the 
end of the month, will take off the whole of the invoices that 
are found on the examined file, place those of each firm 
together, arranged in order, according to date, and enter 
them in the book. In posting to the Ledger, every invoice 
requires a separate line, in order that when the Creditor's 
" Statement of Account '* is delivered, the Ledger may be 
found exactly to correspond with it. 

4. JOURNAL, page 88. 

For general explanations as to the Journal, see Chapter Y. 
page 29. 

This book is used to provide a place for entries of various 
character which the other books are not adapted to receive. 
These will consist of all entries of things which are neitlier Pur- 
chases, nor Sales, nor Cash ; but such as Rents, and Charges 
of various descriptions, agreed Allowances, and any other items 
of Profit or Loss ; also such entries as may be requisite to 
correct errors, or transfer any amount from one account to an- 
other to which it may be found more properly to belong. 

Eveiy amount entered in the Journal appears on both sides, 
being placed to the Debit of one account^ and the Credit of 

f2 
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another correspondizig account^ entries on the Dr, side, to be 
posted to the Dr. side of their respectivo accounts in the 
Ledger^ and those on the (7r. side^ to the Or. side of their 
respective accounts in the Ledger. 

In the present Set, the different descriptions of entries 
appearing in the Journal are : — 

1. Bills, both Receivable, and Payable. For these, when 
only few in number, a Bill Book is not necessary or conve- 
nient. Enter the particulars of the Bill in the Journal, — Bills 
Receivable on the Dr. side, and Bills Payable on the Or. side,— 
and nskme, per contra, the person from whom received, or to 
whom given. Open an account in the Ledger, headed '* Bills 
Receivable^* and another headed " Bills Payable^'* Post to 
the first of these accounts all the Bills taken, and to the 
second all the Bills given ; and also from the Cash Book, all 
Cash paid or received in settlement of them. The Person 
will be credited or debited as the case may be, by posting the 
per contra Journal entry to his account in the Ledger. 

Note, — ^When a Bill is received, the Bills Receivable Account 
is debited, and the Person from whom received is credited 
When a Bill Payable is accepted, the Person to whom it is 
given is debited, and the Bills Payable account is credited. 

2. Goods had out of Stock for Private Use. Enter the 
particulars on the Dr. side, debiting " Private Account" and 
place the amount, ^^ contra, to the credit of " Ooods Account.'' 
This item may indeed be entered in the Day Book; but it 
forms no part of the Returns of the business, and is therefore 
separated and placed here. It must, of course, be entered on 
the books, in order both to show the correct gross profit, and 
to complete the account of the proprietor's drawings from the 
business for private use. 

3. Discounts and Allowances. When an abatement is 
agreed to be allowed from an account, where there is at the 
same time no money passing between the parties, there is no 
place of entry for it but in this book. When a discount or 
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allowance is agreed to be given by a Creditor, Debit the 
Creditor, and Gredit " Discounis Account,** When an allowance 
is agreed to be made to a Debtor, Debit '^Discounta Account/* 
and Credit the Debtor. 

4. Charges accming due, and payment of which is forborne, 
such as fient and Taxes. Salaries, and Commissions, which 
are not paid at the time when due, should be entered in the 
same manner, that the boo1s;s may always show all the liabilities 
of the business. 

o. Stock in Trade. The amount at the stock-taking, is 
entered here from the " Stock Book/* and credited to " Ooods 
Account** 

Each folio of the Journal consists of two pages, corresponding 
with the Dr, and Cr. sides of the Ledger. By this arrangfe- 
ment, any technical form of entry is rendered unnecessary. 
As for example ; instead of commencing the first entry, in the 
usual Journal form of, " Bills Receivable Dr. to J. Robertson/* — 
signifying, that J. Robertson is to be credited for a Bill 
Becrivable received from him, — ^it is sufficient simply to write 
the name, J, Robertson, on the Or, folio, and on the Dr, side, 
the particulars of the Bill ; with the title " Bills Receivable/* 
indicating the account in the Ledger which is to be debited. 
And further, this simple form is particularly suitable for the 
use here made of the Journal, namely, as a book for the original 
entry of transactions as they occur, and not for the collection 
or summarization of items appearing originally in other 
places. 

It may be objected, that some of the entries appearing here 
might be made in the Ledger direct, and consequently the 
trouble of writing them in this book would be saved. But this 
should never be done. No Ledger can be expected to balance 
correctly, if entries are made in it without being posted from 
some other book. The subsidiary books are arranged, so as 
always to show that the Drs. are equal to the Crs. ; and by 
entering every one of the amounts above referred to in the 
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Jonmal, it is made certain that the same sum will constantly 
be posted to both sides of the Ledger. 

Note, — The Totals of the Journal colomns are carried no 
further. The Castings serve the purpose of proving the 
equality of the two sides of the book. 

5. CASH BOOK, page 90. 

In this book every sum received is to be entered at the 
time^ (except the Cask Sales, the amount of which is to be 
inserted, from the Gash Sales Book, every evening, in one 
sum,) on the Dr., or left hand page ; and will be posted into the 
Ledger, to the Credit of the person or account named. Every 
sum paid, whether large or small, is entered on the Cr,, or 
right hand page, and posted into the Ledger, to the Debit of 
the person or account named. Where the items are more 
numerous, a more complex form will be required (see Set II., 
Chapter VIII.), but the present form will suffice for small 
transactions. The marginal column on the left hand will be 
observed to contain the dates, and that on the right hand, 
the Ledger folios. 

The inner Money column is intended to receive the discounts 
and allowances, which are given, or obtained, respectively. As 
these deductions most frequently are arranged when money 
is paid, the Cash Book serves as a convenient place for 
taking an account of them. In posting to the Ledger, enter 
both amounts, (that is both Cash and Discount,) to the credit, 
or debit, as the case may be, of the person, and balance his 
account. The outer column of the Cash Book then shows the 
amount of Cash, and the inner the amount of Discount allowed ; 
both being placed to account of the person. But as the Money 
only is debited, or credited, to the Cash Account, the Discount 
will require to be carried to an account of its own, in order to 
maintain the constant equality of the Drs. and Crs, . This is 
readily done, by adding up the allowance column of the Cash 
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Book at ike end of each week^ and carrying the totals into the 
Ledger^ in one smn. 

Note. — ^The Disconnts on the Dr. side of the Gash Book, are to 
be posted to the Debit of the ^^DiscountsAcccunt'^ in the Ledger, 
ihe same amounts having abready been posted to the (fredit of 
ihe persons ; and, vice versa, the Disconnts on the Or. side of 
the Gash Book, to the Oreddt of the "Discounts Account ^^ in 
the Ledger. 

The Gashier, if a salaried servant, will find it absolutely 
necessary, and if a principal, highly desirable, to balance the 
Gash Book every day, and ascertain that the balance he has in 
his hands, is equal to the balance of the book ; that is, to the 
difference between the two sides of the book. 

With a Gash Book kept in the present form, this may most 
conveniently be done, by leaving two or three blank lines 
between the entries of each day, on which the totals of both 
sides, and balance remaining when the payments are deducted 
from the receipts, may be written down, short of the money 
columns, as a Memorandum. 

The Gash Book should always be balanced, ruled off, and 
the balance entered and carried forward, at short and regular 
intervals. Once a week, as in the present Set, is most usually 
convenient, but in small concerns, where the entries are few, or 
few in addition to the Gash Sales, once a month will suffice. 

6. LEDGER, page 94. 

1. As to Accounts with Dsbtobs, constituting Pabt I. of the 
Ledger. 

Write the name of the Person, in round text, at the head of 
each account ; add his address, and a memorandum of any 
particulars requiring to be remembered, as to terms, amount 
of credit to be given, or appointed days for settlement. Debit 
his account, from the Day Book, with the sum total of each . 
entry. Except in very special cases, it is useless trouble to 
enter particula/rs of goods supplied in the Ledger ; the most 
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brief and condensed method of stating the account is the best; 
and in making ont a Bill of particulars, for delivery, at any 
time, the varioos places in the Day Book where the entries 
occur, can always be referred to. The Cash Received wiU be 
posted*to the Or. side. In posting from the Gash Book, if any 
allowance, or discount, should appear to be omitted in the Cash 
Book, insert it in the Ledger and in the discount column of 
the Cash Book simultaneously. 

Note. — ^The Cash Book should always be posted to the Ledger, 
previous to insertion of the totals of the Discount columns, in 
case it should be requisite to make any such additions to them. 

Of course, in actual practice, one or more entire pages may 
be allotted to each account. 

Balance and rule off eveiy account as often as it is settled. 
Every account, settled or unsettled, should be balanced, ruled 
off, and the balance carried down at regular intervals. See 
Set II., Chapter VIII., as to the " Trial Balance." 

2. As to Accounts with Crsditobs, constituting Past III of 
the Ledger. 

The same observations apply; only bearing in mind that 
the position of the Accounts is reversed, as they are credited, 
by Goods, from the Bought Book, and debited to Cash. 

Rents, etc., Payable Account. (Folio 21.) This account is 
opened for the purpose of inserting in it any Rents and 
Charges that are due and payable, from the entries that 
will be made in the Journal. From the nature of these entries, 
the person to whom they are paid is not material, and one ac* 
count is sufficient to contain any number of such entries. 
The Cash paid in respect of each of them, will of course be 
debited to this Account, and the Balance of it, will always 
show such Rents, etc., as may be remaining unsettled. 

3. As to the Property and Expbnsk Accounts, constituting 
Part II. of the Ledger. 
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These acconnts contain the particulars which are the end 
and aim of Systematic Book-keeping. In the present Set^ the 
space occupied by them appears large, when compared with 
the first and third Parts; bat, in practice, their bnlk amounts 
to a small part only of the whole book-keeping; they are, in 
fauct, a condensed summary of the results of the trading, 
arranged under appropriate heads. (See Chapter III.) 

The object of a good accountant will be, by judicious ar- 
rangement, to obtain, 1. Completeness; that is to have a 
separate account for every matter and thing which it is 
desirable to distinguish from others; and, 2. Brevity ; that is 
to plan and arrange the whole of the books, and the whole 
sjRstem of accounts, so that these accounts may be formed with 
ease and least labour. It will be seen that the whole of them 
are written up in the present System in a perfectly easy, clear, 
distinct, and unlaborious manner. A full explanation will now 
be given, going through all of them successively, of their 
nature, and intention, and the method of balancing them. 

Capital. — ^This account is credited, March 1st, by posting to 
its credit, from the Cash Book, the amount of Capital with 
which the business is commenced; to this is added the com- 
puted Net Profit up to Ma/rch SOth, (the method of arriving at 
which will be shown presently) ; it is debited with the amount 
drawn out for personal or private use, and the Balance remain- 
ing is the sum which the Capital should amount to at stock- 
taking, that is on Ma/rch SOth. This sum, £416 18s. 9d., is 
seen to correspond exactly, with the Balance remaining after 
all Liabilities have been deducted from the Assets of the 
business at the same date (see " Balance*' Account) ; and the 
actual Net Capital is thus shown to be exactly equal to the 
calculated Net Capital. The correspondence between these 
two accounts, that is the exact agreement of the Balance to 
the Credit of the Capital Account, with that to the Debit of the 
Balance Account, furnishes the proof of the perfect correctness 
of the whole of the Book-keeping. 
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Balance. — ^The ABsets and Liabilities of the business are 
shown in this account. It is not posted up from any of the 
subsidiary books^ but consists of all the unsettled balances 
that are standing in the Ledger itselfj and is compiled ttom the 
Ledger at Stock-taking. In the present Set^ the whole of it is 
shown in the Ledger; but the use of a separate book for the 
whole^ OP part of it^ is con7enient^ and in most cases neces- 
sary. (See Set II., Chapter VIII.) It is plain, that when the 
whole transactions of a business are placed in the Ledger, the 
Balances of the accounts that remain unsettled, including the 
Cash and Bills, will show the whole Assets and Liabilities ; 
all the Dr. Balances being Assets, and the Or. Balances Lia« 
bilities. The Balance of this Balance Account, or difference 
between its two sides, will therefore be equal to the Net Capital 
in the business. (See further. Chapter X., No. IX., on the 
" Balance Sheet.") 

Accounts op Pbopkett. — ^The Cash, — ^is kept separately in 
the Cash Book. (See Chapter Y., page 26.) 

Bills. — Bills Receivable account is debited with all Bills re- 
ceived, and credited with all Cash paid in on account of such 
Bills ; its Balance will, therefore, always show the Assets of the 
business in respect of Bills. Bills Payabls account, conversely, 
is credited with all Bills accepted, and debited with all Cash 
paid out on account of such Bills. It3 Balance will, therefore, 
always show the Liabilities, of the business in respect of Bills. 

Lease and Fixtubss. — ^This account is debited with Cash 
paid on these heads, and represents, not an Expense, but 
an Asset ; that is to say, the payment was made for the 
pmrchase of an article which may be considered to be fairly 
worth as much as it has cost ; its Balance is therefore Pro* 
perty, bein^ the present value of the Lease and Fixtures. 

Stock in Tbade. — The amount entered here is taken from 
the Stock Book, and represents the amount of Stock now on 
hand at cost price. It appears to the debit of this Account, as 
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Property, and is credited to the " Ooods Account/' in order to 
obtain the gross profit on the trading. At the next stock- 
taking the present amount will be balanced by crediting Stock 
in Trade, and debiting the Ooods Account, previous to entry of 
the new Stock. (See Chapter X., No. III.) 

Groone Account. — The Or. side of this account will show the 
whole sales made, and the Dr. side the whole purchases. 
Adding to the sales the present Stock on hand, and to the 
purchases the previous Stock, if any ; it will be evident that 
the amount by which the former of these sums exceeds the 
latter, will be the Gross Profit of the business for the time over 
which the account extends. 

ExPBNSK Accounts. — ^These consist of the Expenses *of the 
business, divided into as many heads as it may be thought 
worth while to disting^h; and are all balanced at Stock- 
taking, and carried to one general account called " Trade Ex- 
penses J* The reason of this proceeding is, that it is, practi- 
cally, as easy to carry each expense to its own particular 
account when the books are being posted, as to one general 
account; and by following this course, the Trade Expenses 
account will show, at balancing, the sum total of every de- 
scription of exlpenses, separately, and distinctively. 

The Expense accounts in this Set are : — 

1. " Premises/' including Bent, Taxes, and all Charges in- 
curred for maintenance of the business premises. 

2. '' Sundry Eap&nses/' including Petty Expenses, and all 
charges that do not fall under one of the. other separate headf 

3. ** Advertisements/* 

4. " Wages and Salaries/' 

5. '' Travelling Expenses amd Commissions." The " Trade 
Expenses " account is not used except at Stock-taking, when 
all these subordinate accounts are closed, in the Ledger itself, 
and their amounts transferred to it. 

Pbofit and Loss. — This account, in the same manner as 
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Trade Expenses, is used at Stock-takiiig only. The credit side 
shows Gross Profit; that is, the balance of the Goods Account, 
which is transferred to it, and increased by jSS lis. 6d,, the 
Balance of Discounts and Allowances Account, also transferred 
to it ; being the amount by which the discounts gained exceed 
the discounts gplven. It is then debited with Trade Expenses 
and Losses ; the difference between the two sides showing the 
Net Profit. The Profit and Loss account is finally balanced and 
closed by transferring the Net Profit to the credit of the Capital 
Account. 

Note. — The common practice of entering various amounts of 
gain or loss, from time to time, in this account, is in the present 
System entirely superseded ; proper individual accounts being 
provided, to which every such item may be posted at the 
time of its occurrence. The Profit and Loss account thus has 
the advantage of showing, when the books are balanced, an 
account in a complete and summarized form, instead of a con* 
fused list of miscellaneous debits and credits. 

Pmvatb Account. — ^This will have been debited with the 
amount of the Cash and Goods that have been applied to 
private use, and is balanced and closed by transferring the 
amount or balance of it to the debit of " CapitaV Capital, 
being thus credited with Net Profit, and debited with Private 
Expenditure, is ready to be balanced, showing the amount of 
its present value ; and the accounts are then completed. 

Losses. — ^When any accrue, a Journal entry will be made, 
debiting this account with actual loss sustained, and crediting 
the person ; his account will then be balanced and closed, and 
at each Stock-taking the Losses Account will be balanced, and 
the total amount of it debited to Profit and Loss. 

Cash Salks. — This is what may be called a Memorandum 
account. The Book-keeping would not be affected if it were 
omitted altogether ; and the entries in the Day Book, and Cash 
Book, respectively, might be marked in the marg^ of each, with 
a reference to the other^ without posting them into the Ledger. 
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The object of carrying the Cash Sales into the Ledger is not 
unifonnify^ because common sense will dictate that this should 
always give way to convenience ; but to provide a memoran- 
dum of reference^ so that the amount of money taken each 
week^ *and each months year by year^ may be easily referred to 
and compared. 

The method of balancing the Ledger at Stock-taking is 
obvious ; the Stock being taken^ and all the books completely 
posted up to the same day^ that is^ to the evening oi March SOth, 
the Closing Entries are to be made. The Goods Account being 
credited with Stock in Trade is to be balanced^ and the amount 
of balance credited to Projit and Loss as Gboss Pbofit. The 
various Expense accounts are then to be closed^ by transferring 
the amount of each successively to Trude Expenses. The total 
Trade Expenses being transferred to the debit oi Profit and Loss, 
and the balance of the Discoimts Account transferred to same ; 
and in like manner the Losses, if any ; Profit and Loss will then 
stand credited with all the profits that have been made^ and 
debited with all Expenses ; and its balance will show the Net 
Peoftp, which is to be transferred to the credit of Capital. The 
Private Account will be closed by the transfer of its amount to 
the debit of Capital ; and the balance of Capital will then be 
the Piossin* Nkt Capital. All the Expense accounts will now 
have been closed by these transfers, and their net result incor- 
porated with the Capital account. The Property accounts will 
be balanced off, and their balances carried down ; and the final 
process will then be the collection of all the unsettled balances 
into the Balance Account ; including the Property accounts, the 
Debtors, and the Creditors. The balance then appearing on 
the Dr. side of the BaUmce Account should be the same as that 
on the Or. side of the Capital Account. 

The Balance account, it may be observed, will form a sub- 
stantial foundation for all future transactions. This account is 
composed of sundry Dr. Balances, amounting in all to a certain 
sum total, and sundry Or. Balances, amounting in all to the 
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same sam total ; and all future basiness may be considered, 
when regarded from an accoontanf a point of view, to be com- 
posed of a number of saccessive additions of valaes, yarions, 
but always equal, to both sides of the account. 

Note, — ^All entries in the Ledger which are not posted from 
any of the subsidiary books, but are trcmsferred from another 
Ledger account, are distinguished in the present Model Ledger 
by being printed in Italics. It will be observed that these 
Transfer entries are to be made, as Closing entries, after all the 
postings are finished, in order to complete the balance of the 
accounts. 

It will be noticed that the Model Set of Books is paged 
consecutively; the Gash Sales Booh commencing where the 
Day Book terminates, and so on throughout. This principle 
may often be most usefully adopted in actual practice; for 
example, in a business of moderate dimensions, where the 
Ledger is divided into two or three separate books, if these 
are paged consecutively, much trouble will be saved in referring; 
as the Ledger /oZio itself, without any distinguishing mark or 
letter will always be sufficient to indicate the particular Ledger 
in which the entry will be found. 



The complete System of Book-keeping, as here illustrated, 
will be seen to be free from all needless and merely technical 
rules, restraints, and complications ; every form and process is 
simple, natural, and easy ; and the most full and complete in- 
formation, explaining the exact position of the business, is 
arrived at in the shortest and most direct manner; there being 
no repetition, and not a single figure more than is absolutely 
necessary to obtain the results. And the constant Chech which 
is established and maintained from first to last, throughout all 
the books, imparts to the whole system a character of precision 
and certainty ; its results are not only clear and distinct, but 
also certain and reliable, always containing within themselves 
the proof of their accuracy. 
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MODEE SET OF BOOKS. 



SET I. TRADERS' BOOKS. 
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ov 
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HAYB BESN OIYXH AT 


1. Day Book . 
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80 
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2. Cash Sales Book 






84 


. „ 65 


3. Bought Book 






86 


. „ 66 


4. Journal 






88 


. „ 67 


5. Cash Book . 






90 


. . „ 70 
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94 


. „ 71 
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SET I. TEADEES' BOOKS. No. 1, DAT BOOK. 



1 

12 

14 

12 

17 
19 

13 
12 


Sundry Persons Dr. for Goods 
Sold. 




2 
4 
6 

7 
8 

1 

1 


1 
3 
4 

16 

14 

8 
5 




6 


3 

11 
3 


12 

16 

1 

1 
31 


8 

10 

3 

5 

7 


6 

8 

11 

8 

11 


March 1. 
White & Smith, lalington, 

Goods @ 
do. 
do. 


2 

J. Bobertson, Woolwich, 
Goods 
do. 


2 

E. Walker, Hackney, 
Goods 


2 

Cash Sales folio 5 


Goods account, Or. £ 

Mjirrli 4i 


31 


7 


11 


2 
3 
1 

4 
3 


4 

4 

19 

1 
3 


4 

6 

10 





7 
7 


8 

4 


8 



J. H. "Wilflon, Croydon, 
Otooda 
do. 
do. 


6 

Smith <& Elliott, Oxford Street, 
Goods 
do. 


14 


12 


8 


14 


12 


8 
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SET L TRADER'S BOOKS. No. 1, DAY-BOOK. 



12 



13 

12 

14 

17 
19 



13 



12 



14 



March 6. 
J. Gibson, Gheapside, 
Goods 
do. 



@ 



W. Parker, Brighton, 
Goods 
do. 



8 
White & Smith, 
Goods 



T. Ford, Reigate, 
Goods 



Cash Sales folio 5 



Gt)ods, Or, 



March 11. 



W. Clarke, Knightsbridge, 
Goods 
do. 



12 
Smith & Elliott, 
Gtx)ds 



14 
J. Davis, Camden Town, 
Goods 



13 



8 18 



50 13 



12 



11 



14 



15 



11 



12 



13 



18 



13 



12 



8 



11 



11 
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SET I. TRADEB'S BOOKS, No, 1, DAY-BOOK, 



8 


HaxohlS. 




27 


12 


1 


!27 


12 


1 


13 

14 

17 
19 


J. H. Wilson, 

Goods @ 
do. 




1 
10 


1 
16 

19 
10 


4 

7 

3 




i 1 
10 


17 

19 
10 


11 

3 




16 
J. Bobertson, 

Goods 


16 
Cash Sales folio 6 


Goods, Or. £ 


40 


19 


3 


'40 


19 


3 




MnrrTi 1R 
















12 

U 

13 

13 


White & Smith, 
Goods 
do. 
do. 
do. 




1 
2 

4 
6 

8 

4 


1 

4 
13 

1 

18 
8 

8 

1 


6 

3 

11 

4 

6 

4 

7 
1 


4 
4 
6 

7 


1 

18 

8 

4 



6 
4 

8 


19 
H. Jackson, Kingsland, 
Goods 


20 
J, a Wilson, 

Goods 


21 
W. Parker, 

Goods 
do. 


22 


2 


6 


22 


2 


6 
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SET I. TRADER'S BOOKS. No. 1, DAT-BOOK. 



4 

18 

17 
19 

12 
13 
14 

14 
13 

17 
19 


llkrch23. 
J. H. Wilson, 

Goods @ 




22 
12 

13 


2 
3 

16 


6 

4 

3 


22 
12 

13 


2 
3 

16 


6 
4 

3 


23 
Gash Sales foUo 6 


■Goods, Gr. £ 


48 


2 


1 


48 


2 


1 


9 
3 

1 

13 

1 
16 

17 


14 

1 

14 

8 

9 

19 

7 

10 


5 

9 

6 

11 

6 

6 

11 

8 

11 


9 
3 

2 
13 

18 
17 


14 

1 

3 
9 

7 
10 


5 
9 

11 

6 

7 
11 


WMte & Smith, 
Goods 


26 
J. Brown, Gamberwell, 
Goods 


27 
T.Pord, 

Goods 
do. 
do. 


28 
J. Robertson, 

Goods 


30 
W. Parker, 

Goods 
do. 


30 
Casli Sales foUo 6 


Goods, Cr. £ 


64 


8 





64 


8 


















q2 
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SET L TRADER'S BOOKS. No. 2, CASH SALES BOOK. 



5 
10 

D.B.1 

10 

10 

10 

D.B.2 

10 
10 

10 


March 2. 
Goods 
do. 


1 
1 


1 
3 


4 
11 


1 


5 


3 


£ 


51 3 


1 


5 


3 


Tlfnrr-Vi A, 


2 

1 

2 

1 


2 
3 

1 
4 

10 
2 

19 

2 

11 


3 
11 

4 
6 

9 
11 



4 

10 


3 
2 

2 


12 
13 

13 




8 

2 


Goods 
do. 
do. 
do. 


6 
Goods 
do. 


QoodB 
do. 
do. 


£ 


8 


18 


10 


8 


18 


10 


1 

2 

1 


1 
2 

19 
4 
1 

2 
19 


4 
11 

11 
9 
1 

4 
10 


1 

3 
2 


4 

5 
2 


8 

9 
2 


Gooda 
do. . 


13 
Goods 
do. 
do. 


14 
Goods 
do. 


6 


12 


2 


6 


12 


2 
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SET L TRADER'S BOOKS. No. 2, CASH SALES BOOK. 



6 


March 16. 


6 


12 


2 


6 


12 


2 


10 


Goods 




13 


7 










do. 


2 


4 


9 








D3.8 


do. 




19 


6 


3 


17 


10 


TtXnrrh 1R 


10 


10 





10 


10 

















ii 


Goods 


1 


2 


4 










do. 




18 


6 


2 





9 


19 


u 


Goods 
do. 




14 
2 


6 
3 










do. 


8 


6 


8 


4 


8 


5 


23 


u 


QoodM 
do. 
do. 


1 


1 
19 
16 


8 

8 








D.B.4 


do. 


4 


15 


2 


7 


12 
16 


1 
3 


£ 

Xfn-rV OR 


18 


16 


3 


13 














U 


Goods 


1 


14 


6 










do. 




19 


4 


2 


13 


10 


26 


U 


Goods 




2 


n 










do. 


8 


1 


4 










do. 


1 


1 


2 


4 


5 


6 


29 


U 


Goods 




18 


7 










do. 


8 


1 





3 


14 


7 


30 


U 


Goods 
do. 


4 


14 
3 


8 
11 








D.B.4 


do. 


1 


18 


6 


6 


17 


1 


£ 


17 


10 


11 


17 


10 


11 
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SET I. TBADEE'S BOOKS. No. 3, BOUGHT BOOK. 



7 


Sundry Persons Gr. far Goods Bought. 










March 2. 


20 


1 


Blade & Co., ' Goods 


76 


8 


6 


20 


1 


O. Bussell, do. 


20 


3 


11 


20 


2 


do. do. 


4A 


1 


6 


21 
19 


2 


Wilson & Brown, do. 

Goods Account, Dr. £ 


33 


4 


8 


173 


13 


7 






"March 








21 


4 


S. Jones, Goods 


14 


£ 


4 


20 


4 


Black & Co., do. 


1 


14 


6 


20 


9 


do. do. 


2 


19 





21 


6 


Wilson & Brown, do. 


74 


14 


9 


20 


8 


T. Hall, Stationery 


2 


11 


6 


19 




Goods, Dr. 93 10 7 








16 




Sundry Expenses, 1 « , , a 
for Stationery / ^^ ^^ " 








£96 2 1 


96 


2 


1 
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SET I. TRADER'S BOOKS. No. 8, BOUGHT BOOK. 



8 




March 16. 










20 


11 


B]ack & Co., 


Goods 


19 


4 


9 


20 


16 


do. 


do. 


33 


1 


2 


21 


12 


8.JaDBBj 


do. 


21 


1 


11 


14 


13 


J. Robertson, Betnrns, 


do. 


1 


9 


3 


20 


14 


0. Rnasell, 


do. 


83 


I 


4 


20 
18 


16 


do. 

Goods, Dr. 


do. 

£ 


7 


1 


9 


116 





2 






lifnrrli ?<) 










20 


22 


Black & Co., 


Goods 


19 


14 


8 


21 
19 


23 


Wilson & Brown 
Goods, Dr. 


do. 

£ 


6 


14 





26 


8 


8 






■W_ V Oft 










21 


25 


Wilson & Brown, 


Goods 


9 


9 


1 


21 


28 


do. 


do. 


14 


8 


4 


21 


30 


do. 


do. 


16 


1 


6 


20 


26 


Black & Co., 


do. 


24 


1 


9 


21 
19 


29 


S. Jones, 

Goodn, Dr. 


do. 

£ 


88 


4 


10 


147 





6 
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9 

Dr. Sundry Persons 


17 

16 
20 

20 
20 

16 

19 


ITarch 5. 
Bilk Receivable 

Bill drawn by J. Bobertson on A. HarnB, \ 
date, Feb. 18, at 1 month, due March 21 ) 


10 

2 
50 

66 

14 
878 




14 


10 

9 

5 

18 




6 




5 





9 

Private Account 

Goods had for personal use 


9 
G. Bnssell 


22 
Black & Co. 


22 
Black & Co. 
Allowed to Balance 


25 

Premises 


SO 

Stock in Trade, 

For value at cost, as per Stock Book 




512 


16 


11 


' 
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CofUra. 



Cr. 



14 



19 



18 



18 



18 



21 



19 



J. Bobertson 



Mftmli 5. 



Goods Acooant 



Bills Payable 

His bill accepted \ij me, dated March 5, ' 
at 21 days, due llEurch 29. 



22 
Bills Payable 

Their bill accepted by me, dated March 20, ) 
at 3 months, due Jnne 23. ) 



22 
Discounts and Allowances 



10 



60 



14 



66 10 



25 
Bents, etc., Payable 
A Qnarter's Bent due this day 
Taxes 



80 



Goods Account 



£ 



12 
1 



878 



612 



10 
16 



18 



16 



0> 



11 



Digit! 
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10 


Dr. CASH. March, 


1 


To Cash, bein^ my Capital ") 
on commencing bnsiness ) 


15 








400 
























2 


Cash Sales 


17 








1 


6 


3 


4 


do. 


17 








3 


12 





6 


do. 


17 








2 


13 


8 


9 


R. Walker 


12 








1 


3 


11 


}> 


Cash Sales 


17 








2 


13 


2 




(Total Cash Sides, week ending 








1 








March 9, £8 18 10) 




























411 


8 





9 


To Balance 










234 


15 


4 


11 


White & Smith 


12 




8 


6 


12 








» 


Cash Sales 


17 








1 


4 


3 


13 


do. 


17 








3 


5 


9 


14 


do. 


17 1 






2 


2 


2 


16 


J. H. Wilson 


18 








7 


8 


8 


M 


Cash Sales 

(Total £10 10 0) 


17 








3 


17 


10 






18 




8 


6 


264 


14 
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1868. CONTBA. 


Cr. 1« 


1 

99 


By paid for Ink and Pens 
Omnilras 


16 
16 










3 

2 




4 


2 


Postage Stamps 


16 










5 





99 


Wilson & Brown 


21 








10 








n 


Black & Go. 


20 


1 


18 


6 


74 


6 





4 


Lease of premises, paid 


18 








50 








99 


Omnibus 


16 










2 





M 


Beceipt Stamps 


16 










2 





n 


Private Account 


16 








1 








6 


Wilson & Brown 


21 








10 








7 


Wrapping Paper 4 String 


16 








1 


8 


4 


9 


Wages: 

Shopman £14 
Errand-boy 6 


16 
16 








1 


10 


A 


99 


Pnyate account 








X 

8 








9¥ 


Shop-fixtures & fittings, paid 


18 








25 








99 


Balance 


18 








284 


15 


4 


1 


18 


6 


411 


8 


o| 


11 


By Wilson & Brown 


21 


2 


14 


5 


85 


6 


0; 


>» 


Cab fare 


16 










2 


6' 


12 


Cartage 


16 










7 


4 


14 


Omnibus 


16 










1 


3i 


99 


Advertisements 


16 










12 


6 


16 


Private Account 


15 








4 








J9 


Travelling Expenses 


17 










14 


9 


n 


Waees: 

Shopman £14 
Errand-boy 6 


16 
18 








1 
172 


10 




8 


99 


Balance 








2 


14 


1 

5 


264 


14 
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11 




Mabch, 


16 


To Balance 










172 





8 


18 


Cash Sales 


17 








2 





9 


19 


do. 


17 








4 


3 


5 


21 


Bills receivable, No.l, Bobertson 


17 








10 








21 


J. Gibson 


12 






11 


4 








28 


W. Parker 


13 




7 


8 


14 


15 


6 


9f 


Gash Sales 

(Total £18 16 3) 


17 








7 


12 


1 






18 




8 


7 


214 


12 


5 


23 


To Balance 










172 


16 


4 


25 


Gash Sales 


17 








2 


13 


10 


26 


Smith & Elliott 


12 




.5 


11 


10 


1 





26 


Gash Sales 


17 








4 


5 


5 


28 


W. Glarke 


13 




5 


6 


11 








29 


Gash Sales 


17 








3 


14 


7 


80 


H. Jackson 


14 








4 


13 


6 


»» 


J. Davis 


14 




6 


9 


12 


17 





If 


Gash Sales 

Total (£17 10 11) 


17 








6 


17 


1 


30 


To Balance 


18 




18 


1 


228 


18 


9 








156 


19 


1 
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93 



1868. ^^ 


18 
19 


By paid OmnibTus 
Private Acconnt 


16 
15 








2 


2 







20 


Premises, paid Carpenter 


15 










5 





21 


Carriage of Parcels 


16 










1 


2 


22 


Cartage 


16 










6 


3 


23 


Commission, paid A. B. 


17 










11 


8 


n 


S. Jones 


21 




4 


3 


35 








n 


Wages: 

Shopman 14 
Errand-boy 6 


IG 








1 
2 


10 







n 


Private Acconnt 


16 








n 


Balance 


18 








172 


16 


4 




4 


3; 


214 


12 


6 


25 


By paid Travelling Expenses \ 
|)erRail ) 


17 










4 


1 


J5 


Advertisements 


16 










15 





26 


S. Jones 


21 








16 








27 


Cab 


16 










3 





r» 


Parcel and Booking 


16 










1 


10 


29 


Omnibns 


16 










1 


6 


» 


Bills payable, No. 1, Rnssell 


18 








50 








99 


Private Acconnt 


15 








3 


10 





30 


Travelling Expenses, paid " 

Bail 
Private Acconnt 


17 










4 


3 


l> 


15 










10 





99 


Wages: 

Shopman 14 


















Errand-boy. 6 


16 








1 


10 















99 


Balance . 











156 


19 


1 








228 


18 


9 
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Dr. 






White and Smith, 


March 
March 

March 


1 

8 
18 
25 

30 


To Ooods 

To Goods 
do. 
do. 

To Balance 


1 

2 
8 
4 


12 


8 


6 


12 


8 


6 


6 

4 
9 


4 

1 

14 


3 

6 


19 


19 


8 


19 


19 


8 


Br. 






B. Walkeb, 


March 


2 


To GKwds 


1 


1 


3 


11 








Br. 






Smith and Elliott, 


March 

19 


5 
12 


To GKwdB 
do. 




1 

2 


7 
8 


4 
2 



11 


10 


6 


11 








Dr. 






J. Gibson, 


March 


6 


To Goods 


2 


4 





11 


4 





11 
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Islington. 


Cr.^^ 


March 
March 


11 
30 


BrCash 

AJlowed 

Bj Balance 


10 


i 12 

1 




8 



6 


12 


8 


6 


19 


19 


8 


19 


19 


8 








Hackney. 


Gr. 


March 


9 


By Cash 


10 


1 


8 


11 








Oxford Street. 


Cr. 


March 

n 


26 

99 


BrCash 
Allowed 


11 

99 


10 

* 

10 


1 
5 

6 



11 

11 








Cheapside. 


Cr. 


March 


21 


ByCasb 
Allowed 


11 


4 






11 


4 





11 









Digiti 



zed by Google 



96 



BABKESS NEW IMPBOYED 
SET I. TRADER'S BOOKS. 



13 J. 
Dr. 






J. H. Wilson, 




March 
March 

March 


4 

15 
20 
23 

30 


To Goods 

To Goods 
do. 
do. 

To Balance 


1 

3 

4 


7- 


8 


8 


1 

6 

12 


17 
3 
3 


11 

4 
4 


20 


4 


7 


20 


4 


7 


Dr. 






W. Pabker, 




March 

March 
March 


7 

21 
80 

30 


To Goods 

To Goods 
do. 

To Balance 


2 

3 

4 


15 


8 


2 


15 


8 


2 


7 
18 


4 
7 


8 
7 


25 


12 


8 


26 


12 


8 


Dr. 






W. Clarke, 




March 


11 


To Goods 


2 


11 


5 


5 


11 


5 


5 








Dr. 






J. Brown, 




March 


26 


To Goods 


4 


3 


1 


9 



Digiti 



zed by Google 



UNIYEBSAL SYSTEM OF BOOK-KEEPING. 97 

No. 6, LEDGER. Fibst Part, Accounts with Debtors. 



13 
Croydon. Cr* 


Karch 
Maich 


16 
30 


ByCaah 
By Balance 


10 


7 


8 


8 


20 


4 


7 


20 


4 


7 








Brighton. Cr. 


Mfircli 

n 

Karoh 


23 
30 


By Cash 
AUowed 

ByBalanoe 


11 


14 


15 

7 


6 
8 


15 


3 


2 


25 


12 


3 


25 


12 


3 


■ 






Enightsbridge. Cr. 


Ifftrch 


28 

99 


By Cash 
AUowed 


11 


11 



5 



5 


11 


5 


5 








Camberwell. Cr, 
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'"• Dr. 




J. BOBEBTSON, 




March 

9t 


2 
16 
28 

30 


To Goods 
do. 
do. 

To Balance 


1 
3 

4. 


16 
13 


10 

19 

9 


3 
3 
5 


30 


18 


11 


W 


9 


8 


Dr. 






T. FOBD, 




March 

99 

March 


9 
27 

80 


To Goods 
do. 

ToBalamoe 


2 
4 


1 
2 


13 
3 


7 
11 


3 


17 


6 


8 


17 


6 


Dr. 


J. Dayis, 




ICarch 


U 


To Goods 


2 


13 
13 


8 


9 


3 


9 








Dr. 




H. 


Jaoebon, 




March 


19 


To Goods 


8 


4 


13 


6 









Digiti 
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Woolwich. Ct, ^* 


Maroh 

99 


5 
18 
30 


By Bill on Harris, doe Mar. 21 
BetornB 


J. 9 

8 


10 

1 

19 



9 
9 



3 
8 


SO 


18 


11 








Eeigate. Cr. 




30 


By Balance 




S 


17 


6 


8 


17 


6 








Camden Town. Cr. 




99 


30 

99 


By Cash 
Allowed 


11 


12 


17 
6 



9 


18 


3 


9 








Kingsland. Cr. 


m^h. 


80 


By Cash 


11 


4 


13 


6 









H 2 
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^^ I>r. Capital. 


March 


SO 

99 


To Private Accowrd 
To Balance 


15 


18 
416 


U 
18 


6 
9 


435 


13 


3 








Dt* Private 


March 

9) 


4 
9 

9) 

16 
19 
23 
29 
30 


To Cash 
do. 

Goods 
Cash 
do. 
do. 
do. 
do. 


10 

99 

J9 
10 
11 

99 
99 
99 


1 
3 
2 
4 
2 
2 
3 




14 




10 
10 




6 







18 


14 


6 


1 1 


^^. Profit 


March 


30 

99 
9> 


To Trade Expenses 
To Losses 
ToGapitaL 
Being Balance of net i»>ofit 


17 
18 

15 


fi9 



S6 


8 



IS 


S 

S 


66 


1 


6 








^^- Premises. 


March 

9> 


20 
26 


To Cash paid Carpenter 
To Rent and Taxes 


11 
J 9 


14 


5 
5 







14 


10 
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Or, IS 


Harch 
Match 


1 
30 

30 


By Cash 
ByProfit 

By Balance 


10 
15 


400 
S5 



13 



3 


436 


13 


3 


416 


18 


9 


Account. Cr. 


March 


30 


By Capital 


15 


18 


u 


6 


18 


14 


6 






AKD Loss. Gr. 


March 
March 


30 

w 

80 


By GoodeAceovnt 
ByDUeounis 


19 
18 


61 
S 


10 
11 


1 
6 


65 


1 


6 








Cr. 


March 


30 


By Trade Bzponset , 


17 


U 


10 





Il4 


10 





i 
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" Dr. 






SUNDBT 


• 


March 


1 


To Gash 


10 




8 





» 


99 


do. 


99 




2 


4 


99 


2 


do. 


99 




5 





99 


4 


do. 


99 




2 





99 


? 


da 


19 




2 





99 


do. 


19 


1 


3 


4 


99 


8 


Bought Book (SiaHanvrj) 


7 


2 


11 


6 


99 


11 


Gash 


10 




2 


6 


99 


12 


do. 


99 




7 


4 


99 


14. 


do. 


99 




1 


8 


99 


18 


do. 


11 




2 





99 


21 


do. 


99 




1 


2 


99 


22 


do. 


99 




6 


8 


99 


27 


do. 


99 




8 





99 


99 


do. 


M 




1 


10 


99 


29 


do. 


99 




1 


6 


5 


16 





Dr. 




Advertisements. 




March 


14 


To Gash 


10 




12 


6 


99 


25 


do. 


11 




16 





1 


7 


6 


Dr. 




TV 


AGES AND 


=^= 


March 


9 


To Gash 


10 


1 


10 





99 


16 


* do. 


99 


1 


10 





99 


23 


do. 


11 


1 


10 





99 


30 


do. 


>> 


1 


10 





6 
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16 

Expenses. Cr. 


If^irch 


30 


By Trade Esijpemet 

• 


17 


f 


16 





6 


10 









Cr, 


Haich 


80 


By l^ade Ikpeiue$ 


17 


1 


7 


e 


1 


7 


6 


1 




Salabies. Or. 


Much 


80 


By Trade Espeiues 


17 


5 


(7 





6 
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Br. Travelling Expenses 


March 

99 
99 


16 
23 
25 

30 


ToCafih 

do. per A. B. - 

do. 

do. 


10 
11 

99 
99 




14 

11 

4 

4 


9 
8 
1 
8 


1 


14 


9 








Br. Trade 


March 

99 
99 
99 

99 


30 

>9 
9> 
99 

99 


To Premises 
To Sundry Evpemses 
To AdverUsements 
To Wages cmd Salaries 
To TraveUi/ng Expenses amd") 
Commissions ) 


16 
16 

99 
99 

17 


U 
5 
1 
6 

1 


10 

16 

7 



U 




6 


9 


29 


8 


3 








Dr. 


Cash 


March 

99 
99 
99 
»9 


2 

9 

16 

23 

30 


To Goods 
do. 
do. 
do. 
do. 


1 
2 
8 
4 

99 


1 
8 

10 
13 
17 


5 

18 
10 
16 
10 


8 

10 



8 

11 


52 


1 


8 








Br. Bills 


March 


5 


To Hairis, due March 21 


J9 


10 
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17 
AND Commissions. Cr. 


March 


30 


By Trade Expenses 


17 


1' 


u 


9 


1 


14 


9 


1 




Expenses. Cr. 


March 


30 


By PrqfU and Loss 

1 


16 


S9 


8 


S 


29 


8 


3 


f—l 


Sales. Cr. 


March 
n 
n 
n 
» 


2 

9 

16 

23 

80 


By Gash 
do. 
do. 
do. 
do. 


10 

19 
99 

11 

99 


1 

8 

10 

13 

17 


5 
18 
10 
16 
10 


8 

10 



3 

11 


52 


1 


3 


1 




Beceivable. Cr. 


March 


21 


By Cash 


11 1 

1 


10 
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18 

Dr. Bills 


'March 


29 
80 


ToCaah 
To Balance 


11 


50 
56 



10 






106 


10 











Dr. Discounts and 


March 

19 

n 


16 
23 
30 

99 


ToCaah 

do. 

do. 
To Froftt and Loss 


10 
11 

99 

15 


8 


8 

8 

18 

11 


6 

7 
1 
5 


5 


6 


7 








Dr. Lease and 


99 


4 
9 

80 


To Gash paid for Lease 
do. for Fixtures 

To Balance 


10 

99 


60 
25 










75 








75 








Dr. Losses. 
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Payable. 


Or. " 


March 
March 


9 
22 

80 


By G. Russell, due March 29 
Black A Co., dne June 28 


J9 

99 


60 
56 



10 






106 


10 





56 


10 





Allowances. 


Gr. 


March 

91 
91 
99 


9 
16 
22 
23 


By Gash 
do. 
Black & Go. 
Gash 


10 

J9 
11 


1 
2 


18 

14 

9 

4 


6 
6 
6 
8 


5 


6 


7 








Fixtures. 


Cr. 


March 


80 


By Balance 




75 








76 
















Cr. 






% 
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W Dr. 






Stock in 




March 


30 


To GtK>ds on hand 


J9 


378 


18 





Dr. 


Goods 


March 


2 


To Bought Book 


7 


173 


13 


7 


99 


9 


99 


93 


10 


7 


99 


16 


do. 


8 


116 





2 


99 


23 


do. 


99 


26 


8 


8 


9> 


30 


do. 


w 


147 





6 


555 


13 


1 


March 


1 


To Stock 













9» 


30 


To Profit cmd Loss 
Being the amount of gross 
profit on sales. 




61 


10 


1 


617 


3 


2 


Dr. 


Balance. 




March 


30 


To White A Smith Folio 


12 


19 


— 1 

19 


8 






J. H. Wilson 


13 


20 


4 


7 






W. Parker 


99 


25 


12 


3 






J. Brown 


99 


3 


1 


9 






J. Robertson 


14 


19 


9 


8 






T.Ford 

Total Drs. 


99 


8 


17 


6 


92 


5 


5 






To LesAe and Fixtures 


18 


75 












Stock in Trade 


19 


378 


18 









Gash in hand 




156 


19 


1 


708 


2 


6 
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Tr 


ADE. 








Cr. 


19 


Ac 


coin 


JT. 




— = 


Cr. 


= 


March 


2 


By Day Book 


1 


31 


7 


11 




9 


do. 


2 


60 


13 


6 




9} 


Private Aooonnt 


J9 


2 


14 


6 


19 


16 


Day Book 


3 


40 


19 


3 




23 


do. 


4 


48 


2 


1 


M 


30 


do. 


i> 


64 


8 





238 


5 


2 


March 


30 


By Stock 


J9 


378 


18 













617 


3 


2 


• 




1 1 
Cr. 




March 


30 


By Black A Co. FoKo 


20 


43 


16 









Q. BnfiaeU 


9> 


64 


8 


6 






T. Hall 


99 


2 


11 


6 






Wilson & Brown 


21 


46 


7 


11 






Bent 


19 


12 


10 









Taxes 


99 


1 


16 









S. Jones 

Total Crs. 


9» 


68 


4 


10 


229 


13 


9 






By Bills Payable 


18 


66 


10 









Capital 


16 


416 


18 


9 


703 


2 


6 
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Dr. Black & Co., 


March 

March 
It 

March 


2 
» 

22 
80 


To Cash 
AUowed 

To Bill Payable, dne June 28 
Allowed 

To Balance 


10 

91 

J9 


74 

1 


6 
18 



6 


76 


8 


6 


66 


10- 
9 



6 


56 


19 


6 


43 


16 





48 


16 











Dr. G. Russell, 


March 

19 


9 
80 


To Bill Payable, dne March 29 
Balance 


J9 


60 
64 



8 



6 


104 


8 


6 










Dr. ' T. Hall, 




- 
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No. 6, LEDGER. Third Pabt, Accounts with Cbeditobs. 



Wood Street. 


Cr. *» 


March 
» 

n 
n 

March 
March 


1 

4 

9 

11 

15 

22 
26 

80 


By Goods 

By Goods 
do. 
do. 
do. 

Bj Goods 
do. 

By Balance 


7 
7 

if 

8 
8 

ft 


76 


8 


6 


76 


8 


6 


1 
2 

19 
83 


14 

19 

4 

1 


6 

9 
2 


56 


19 


5 


19 
24 


14 

1 


3 
9 


43 


16 





43 


16 





Manchester. 


Cr. 


March 

«> 
» 
»» 

March 


1 

2 

14 
16 

30 


ByCh>ods 
do. 
do. 
do. 

By Balance 


7 
8 


20 
44 
33 

7 


8 
1 
1 
1 


11 

6 
4 
9 


104 


8 


6 


54 


8 


6 


Fleet Street. 


Cr. 


March 


8 


By Stationery 


7 


. 


11 


6 
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SET I. TRADER'S BOOKS. 



'' Dr, 






Wilson & Brown, 


March 
Marcli 


2 

6 

11 

30 


To Cash 
do. 
do. 
Allowed 

To Balance 


10 

91 
99 
99 


10 

10 

85 

2 






5 

14 





5 


107 


19 


5 


46 


7 


11 


46 


7 


11 








Dr. 






Bents, &c.. 
















Dr. 


S. Jones, 


Marcli 
March 


23 

99 

26 
30 


To Gash 
Allowed 

ToCaflh 
Balance 


11 

99 

11 


85 




4 



3 


35 


4 


3 


15 
68 



4 




10 


88 


4 


10 
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No. 6, LEDGER. Third Part, Accounts with Cebditoes. 



Leeds. 


Cr. '' 


■March 
March 

w 

>l 

t» 


2 
6 

23 
25 
28 
30 

30 


By Goods 
do. 

By Goods 
do. 
do. 
do. 


7 
8 

91 
91 

99 


33 
74 


4 
14 


8 
9 


107 


19 


5 


6 
9 

14 
16 


14 
9 
3 
1 



1 
4 
6 


46 


7 


11 


46 


7 


11 


Payable. 


Cr. 


Marcli 


25 


By Rent due 
Taxes 


J9 

9> 


12 

i 


10 
16 






Thames Street. 


Cr. 


March 

if 

March 
March 


4 

12 

29 
30 


By Goods 
do. 

By Goods 
By Balance 


7 
8 

8 


14 
1 21 


2 

1 


4 
11 


35 


4 


3 


83 


4 


10 


83 


4 


10 


68 


4 


10 
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INDEX TO LEDGER. 



AdyertaBements 



FOLIO 

. 16 



Balance 19 

Bills Payable 18 

Bilk Receivable . . . . 17 

Black & Co 20 

Brown, J 13 

Capital 16 

Cash Sales 17 

Clarke, W 13 

Davis, J. 14 

Discounts and Allowances. 18 

Ford, T 14 

Gibson, J 12 

Goods Account .... 19 , 

Hall,T 20 

Jackson, H. 14 

Jones, S 21 



Lease and Fixtures 



Parker, W. . 
Premises . . 
Private Account 
Profit and Loss 



Rent, Taxes, &c., Payable . 
Robertson, J. . . 
Rnssell, G. . . . 



Smith & Elliott . 
Stock in Trade . 
Sniidry Expenses 

Travelling Expenses 

Commissions. 
Trade Expenses . 

Wages and Salaries 
Walker, R. . . . 
White & Smith . 
Wilson, J. H. . . 
Wilson & Brown . 



and 



18 
18 

13 
15 
15 
15 

21 
14 
20 

12 
19 
16 



17 
17 

16 
12 
12 
13 
21 
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CHAPtBR VIII. 

MODEL SET OF BOOKS^ SET II. TBADER^S BOOKS. 

The model Ssr^ No 11.^ contained in this Chapter^ differs from 
Set I. in the following particulars. 

1 . The business is larger^ and the entries more numerous^ 
requiring various additional books for their proper arrange- 
ment. 

2. It is divided into three Separate Department s^ which 
are called by general titles of ** Ooiton" "Linen" and 
*' Woollen;'* and the method is shown of ' ascertaining the 
profit made in each department separately. 

3. The business is the property of a Partnership^ of two 
individuals^ between whom the profits are divided. 

Set II.^ Tbadsb's Books^ contains the accounts of Messrs. 
A, B, Smith 8f J, Thompson, wholesale and retail dealers in 
"Cotton/' ''Linen/' and ''Woollen." They extend over a 
period of two months^ commencing with a Capital of £700 in 
money ; the books are balanced at the end of the first months 
showing the method of making out a " Trial Balance/' — and 
at the end of the second mouthy the Stock is taken^ and the 
Ledger balanced up^ showing a complete account of Gross and 
Net Profit. 

The Set consists of the following books :^ 

1. Day Book. 

2. Cash Sales Book. 

3. BovoHT Book. 

4. JOUBHAL. 

5. Daily Cash Book. 

6. Petty Cash Book. 

7. Banking Account Book. 

8. Cash Book. 

I 2 
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9. Bill Book. 

10. Ledger. 

11. Balances Book. 

1. DAY BOOK, page 132. 

The Day Book differs from that in Set I, in its containing 
an analysis of the amount of the Goods sold, dividing them 
into the three separate departments, of '' Cotton/* ^' Linen," 
and " Woollen/* for the purpose of crediting a separate 
account in the Ledger with the amount of each, instead of 
one " Oooda Account *' with the whole. This analysis is here 
given at the foot of each page, as being the most generally 
convenient place. It is supposed that the entries would be 
so numerous in actual practice, as to make it inconvenient 
to postpone the analysis to the end of the week, and the foot 
of the page affords a convenient place where it can be 
regularly inserted. 

The system is sometimes adopted of entering the Credits 
per co7itra, not at the foot of the page, but at the foot of each 
entry. This, however, unless in a business where the entries 
are all usually lengthy, and filling a large space in the book, 
is imdesirable, for two reasons. 1. Because it demands a 
needlessly large number of entries in posting to the Cr. 
Accounts in the Ledger; namely, one or more for eveiy entry 
in the Day Book, when the same number for each page would 
suffice. 2. Because it requires the use of the right-hand 
money column, for the amounts of the per contra credit entries ; 
and as the total sum of each entry must then be extended, 
short, of the left-hand money column, the check on the accuracy 
of the totals, that is of the amounts posted to the Ledger, is 
lost. See, however. Supplemental Forms, Chapter X., No. I. 

The analysed entry at the foot of the page, of course shows 
the amount of sales in each of the three departments ; and is 
posted in the Ledger, to the Cr. side of each of the three 
accounts respectively. 
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2. CASH SALES BOOK, page 142. 

Tbiis is similar to that in Set I, with the addition of the 
axialysis of the sales into three departments, and needs no 
additional explanation. Refer further, to Chapter X., No. U. 

8. BOUGHT BOOK, page 148. 

Here, as throughout this Set, it will be observed that the 
entries are analysed, and divided into the three separate de- 
partments, so that the book may give the total amount of 
porchases in each department separately. If very numerous, 
ihey can, of course, be analysed, and the per contra entry 
made at the foot of each page, similarly to the Day Book ; 
but the purchases are almost always much less numerous than 
the sales, and one per contra entry at the close of each week 
usually suffices. 

This book, like the Odsh Sales Book, is similar to that in 
Set I; which see. 

4. JOURNAL, page 152. 

In this Set, the Bills are entered in a separate Bill Book, 
and consequently do not appear in the Journal. The second 
item shown in the Journal of Set I, viz. Goods had out of 
Stock for private use, is also omitted here : because in a 
partnership, goods are not taken by the partners at discretion. 
It is supposed here, that both the partners have agreed to 
draw from the business a fixed sum in money ; viz. £3 per 
week each, and no more ; consequently, any goods they may 
require for personal use, will be paid for in money, and 
entered with the Cash Sales, or, otherwise, will be regularly 
entered in the Day Book and Ledger, and any amount not 
paid, will appear when the balances are taken out, as a Debt 
against the party; exactly the same as in the case of any 
other person who is a customer purchasing goods from the 
firm. 
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The other items entered in the Journal in Set I. are simi- 
larly entered here. These are : — 

1. Discounts and Allowances. (See Chapter VII., page 68.) 

2. Charges on the business, such as Bent, Taxes, Interest, 
and Salaries, accruing due. 

3. The amount of the Stock in Trade. 

4. Goods Returned. The entries of these being but few in 
number, a book for the purpose is not provided, and they may 
conviently be placed in the Journal ; each being debited or 
credited, as the case may be, to the proper Goods Account. 

5. Errors Corrected. See entry on February 23rd, where 
Wilson 8c Brown, an error of price having been discovered in 
one of their invoices, are debited with thfe overcharge ; and 
again, March 18th, where JB. W, White is credited with the 
amount which stands to his debit in the Ledger, in conse- 
quences of the prices having been found to be incorrect; an da 
fresh entry is made in the Day Book. In such a case as this, 
an alteration in the entry is impracticable, the books having 
been made up ; and there is no ready way of correcting the 
error excepting in this method, which is both easy and clear. 
The erroneous entry is balanced off, a correct one is made in 
its place, and by entering the error in the Journal, and debit- 
ing Linen Account, when the customer is credited, the equili- 
brium of the Drs. and Ore, in the Ledger is preserved. 

6. Bills Bstumed Unpaid are credited to, and therefore 
written off the Bills Beceiveable Account, and debited to the 
person returning them. 

7. Bills paid away, are entered by debiting the account of 
the person to whom they are given, and crediting the Bills 
Receivable Account, in which they will no longer appear as 
assets. 

8. Losses ; — entered by crediting the personal account of 
the debtor, and transferring the amount to Losses account. 

9. Profits ; — such as Bents accruing due to the firm. 

10. Transfer entries; — as the Petty Cash, in which all the 
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sains paid away as and out of Petty Cash^ are once a month 
collected, and analysed, and distributed among the different 
heads of purchase and expense to which they properly belong. 
Very cumbrous arrangements are often adopted to obtain 
this result, which is arrived at, with the greatest ease and 
simplicity, by the method here indicated ; no fiirther trouble 
being required, beydnd an investigation and separation of the 
amounts paid away into their proper heads, which can always 
be done on a slip of paper, and the entry made in the Journal, 
in a few minutes. 

It is obvious that, as stated in Chapter VII., an entry can be 
made in the Journal, of any and every transaction for which 
there is no place provided in the other books. For instance, 
in some jnannfacturing businesses, the Day Book is so ruled 
as to admit of no entries except those of the manufactured 
goods. Any raw materials sold, therefore, cannot be entered 
in the Day Book; and there is no place for the record of such 
a transaction except in the Journal. Again, a trader will 
sometimes undertake a transaction, recurring with more or 
less frequency, and of a character quite different to the usual 
tenor of his business ; such as the execution of an occasional 
foreigh order from a friend abroad. By entering such trans- 
actions in the Journal, they are kept separate from his ordinary 
business ; a;nd it is more convenient to do so, than either to 
place them in the Day Book, or to keep an extra account- 
book purposely. Such transactions as the last referred to, 
should always be treated as a separate department of business, 
and a separate profit account made out, in the same manner as 
shown in this set of books. 

The word '' Sundries/' used at the head of an entry in the 
Journal, indicates that the entry consists of items, which are 
to be posted to more than one folio in the Ledger ; and em- 
ployed for this purpose, this word is not a mere technical 
form, but possesses a substantial utility. 
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5. DAILY CASH BOOK, page 158. 

The Cash account, which in Set I, is contained in one book^ 
is here expanded into four; three of which are subsidiary 
books, and are expected to be kept in a more or less rough 
form ; the fourth, is the " Oash Booh/' or Fair-copy GasJi 
Account, into which all the entries in the other three books 
are collected each week, and from which alone, any postings 
are made to the Ledger. 

In this Set, a column of references is given in each of these 
books to the others. In actual practice, this is unnecessary^ 
and may be omitted. When a Fair-copy Cash Account is 
made out, it is sufficient to cross through with a perpen- 
dicular line, the various entries in the subsidiary books, as 
they are transferred to the Cash Book ; Ihe correctness of all 
the transfers, and abbreviated entries, being proved by the 
correspondence of the Balances. If the balance of the account 
is right, the figures composing it must be right. 

The Daily Cash Book is to receive an entry of every sum of 
money that comes into the hands of the cashier, and every 
sum that is paid out. Money paid into the Bank account, will 
appear as a payment, and Cheques drawn and cashed, as receipts. 
The Balance, will be, every night, or as often as the book may 
be balanced, the. exact amount remaining in the cashier's 
hands. When two or three partners each receive and pay 
money for the firm, or two or more assistants do the same> 
a Daily Cash Book may be kept by each of them; the balances 
being handed over to the principal cashier, and the items 
transferred to the Cash Book at the end of each week. 

6. PETTY CASH BOOK, page 166. 

Into this book is transferred from the Daily Ga&h BooJc, 
every sum paid for small disbursements, and, additionally, 
for goods bought with ready money, and for any other pur- 
pose for which no specific account is provided in the Ledger, 
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The sam total of it will^ at periodical intervals, be analysed, 
and distribated to the debit of the several Property and 
Expense Accounts to which they belong, by an entry in the 
JovmaL 

Where more than one Daily Cash Book is kept, this method 
of entry is indispensable ; but where there is only one Daily 
Cash Book, it may be thought to save trouble, and avoid repe- 
tition, if the Petty Cash Book be used as a book of original 
entry, in the same manner as the Cash Sales Booh ; the total 
only, being transferred every night to the Daily Cash Book, in 
one sum. If this course is followed, the trouble of writing out 
a second copy of the Petty Cash payments will be avoided ; but 
it is not recommended, as it introduces a more complex form of 
entry, and thus occasions perhaps more trouble than is saved. 
The labour of making out a second copy of the Petty Cash is 
not great, and the proper way to avoid it, is that used in aU 
establishments of magnitude, and of which an example is givei^ 
in Sbt III. ; viz., by handing over a cheque from time^ to time to- 
a clerk, whose duty it will be to make all the Petty Cash pay- 
ments, and keep the accounts. The intention of the present 
form of Petty Cash Book, is to show the method in which th& 
account may be kept, in a neat and distinct manner, when the 
principal is his own Cashier. 

The Petty Cash payments in this Set, are debited to th& 
proper accounts of Purchase or Expense in the Ledger, by an 
entry made once a month in the Journal ; which see. 

Note. — ^The original entry of an item of petty disbursement, 
will occasionally be found in the Banking Account Book; as for 
example, the sum of Sa. jjd., appearing in the present Set, under 
date March 12th, folio 31. This is carried into the Petty Cash 
Book, together with the items from the Daily Cash Book; and 
by so doing, the trouble is saved of entering it in a separate 
line in the Cash Book, in which case it would be further 
requisite that it should be posted by itself to the Sundry Ejo^ 
penses account in the Ledger. 
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7. BANKING ACCOUNT BOOK, page 168. 

This book contains the account of all money received and 
paid through the Bankers of the firm. On the Dr. side 
all monies paid in to the Banking Account are entered, the 
numbers of the notes being stated, and also, in respect of each 
cheque, the name of the drawer, and the Bank on whom drawn. 
This side of the book will, therefore, constitute a complete 
account of everything that has been paid in ; and under special 
circumstances, such as loss, or robbery, may become of the ut- 
most importance. The total amount of each sum paid in, will 
be entered simultaneously, on the Cr, or payment side, of the 
Daily Gash Book. 

The Or., or payment side, of this book, will be written up, by 
an entry made once a week, from the counterfoils of the Clieqiie 
Book, of all the cheques drawn. Any discounts allowed, should 
be noted on the counterfoil at the time of payment, and trans- 
ferred to this book ; in order that they may find their way into 
the Cash Book, and thence to the Ledger. 

The Balance of this book, will always be the a/vailai>le Balance. 
at the Bank ; that is the Balance which will remain when all 
cheques that have been drawn shall have been presented. 
The book will correspond exactly with the Bank Pais Book; 
the entries, however, following each other in a diflFerent order 
of succession : in the Banking Account Book all the cheques 
will be entered in order as drawn; in the Pass Book, the 
same cheques will appear in order a* presented for payment. 
In order to avoid errors, the two books should be carefully 
collated ; any entries in the Pass Book which may have been 
omitted at the time, in the Banking Account Book ; such as 
a charge for Interest, or for a Book of Cheques, to be inserted 
in the lafcter, on the day when the books are compared together; 
the error of the date being of no moment ; and it is desirable 
to make a memorandum, from time to time, in the Banking 
Account Book, showing that the two books have been ex- 
amined, and found to correspond. The agreement between 
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them will be stated in this manner: — Note the balance in 
hand, as per Banking Account Book, add to it a list of all 
cheques drawn, np to date, and not yet presented ; and the 
total will be the balance appearing in the Pass Book. 

Money received from the Bank for Bills Discounted, and 
money remitted by debtors direct to the credit of the firm at 
the Bank, will appear, as original entries of receipt, in this 
book, and not in the Daily Cash Book. 

Bills paid in for collection, should be entered short, (see 
entry. Folio 31), — and their amount carried out into the cash 
column, when they have been ascertained to have been duly 
paid. In those cases, sometimes occurring, where the Bankers 
make it a practice to receive the Bills as Cash, and enter them 
as such, they may be entered as Cash on the day they are 
paid in ; and any that may be returned must then be credited 
to the Bank, as payments ; and the amount will be carried 
into the Ledger, through the Cash Book, to the debit of the 
person returning the Bill, without a Journal entry. But this 
latter method is incorrect, as a Bill before it is paid, is not 
Cash, and should have no place in the Cash Account. 

Bills Payable that have been made payable at the Bank, 
should be entered in the Banking Account Book, from the 
Office Diary; writing down as payments at the commence- 
ment of each week, from the Diary, all Bills due within the 
ensuing week. 

Note. — The cheques in the Cheque Book are numbered con- 
secutively, and the numbers are placed in the margin of the 
Banking Account Book. By adopting this precaution, none of 
the Cheques can be omitted in making up the book, and errors 
on this ground are prevented. 

Note, also. — In drawing Cheques, it is desirable to write them 
so that they cannot be altered or tampered with. A cheque 
for Eight pounds, may be fraudulently altered to Eighty, by the 
addition of a single letter ; but this cannot be done in any 
case, if the simple precaution is used, of running the letters 
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together consecutively, so as to leave no space between tlie 
words ; or such frauds may be rendered impossible, by crossing 
the Cheque with the words, " U7ider Ten Pounds.'* 

8. CASH BOOK, page 172. 

This book contains a fair copy of the three preceding 
books, made out at the close of each week. Its form is 
precisely the same as the Cash Book in Set. I., Chapter VII., 
which see. The left hand posting column, showing the page 
in each of the subsidiary books from which each entry is 
brought, is unnecessary in actual practice. (See above. Daily 
Gash Book.) It is given here, to explain fully the method of 
the construction of the book. Every entry in this book is to 
be posted into the Ledger ; the method by which it is compiled 
renders necessary the omission of every superfluous line, and a 
condensed form is obtained, in all cases where practicable, so 
as to economize trouble in posting. Any sums paid, in respect 
of persons, or things, having no separate account in the 
Ledger, should be entered in the Petty Cash Accoont, and 
there will thus be some appropriate folio in the Ledger, to 
receive every sum appearing in the Cash Book. 

In making up this book, the Cash Sales for the week will be 
stated in one sum, being the total for the week of the Cash 
Sales Book. Similarly, the Petty Cash, And all entries in the 
subsidiary books, which are merely entries of Transfer, and 
not denoting any real Cash transactions, are omitted. Money 
received by the Banking Account, is balanced by money paid to 
the Bank, in the Daily Cash Book. The Dr. entry in one book, 
corresponds with, and balances the Cr. entry in the other ; they 
both need go no further than the places in which they were 
originally entered, and are omitted here. Note, also, the entry 
to W. Ijfason, to whom £7 is paid, Fehruary 86th, and from 
whom the same sum is received, March 2nd. This represents 
a loan, the party having no Ledger account ; and the Dr. entry 
in the Daily Cash Book, being taken as balanced by the Cr. 
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entry in the same Book, the two sums are both omitted from 
the Cash Book. Note, also, that Ma/rch 15th, the same party 
receive jSIS, which he repays the S9th. This exceptional 
transaction is necessarily carried into the Cash Book, as it 
remains nnbalanced at the end of the week, but is nofc carried 
into the Ledger; a memorandum of reference, pointing out the 
entry j>er contra, being made in the margin on each side. 

For fnrther remarks on the Cash Book, and on different 
forms for the Cash Book, see Chapters IX. and X. 

9. BILL BOOK, page 180. 

The BUI Book here given, is kept by Dr. and Gr,, contain- 
ing complete entries of all the Bills, and also of aU the money 
paid and received on account of them. The Bills will be 
entered in this book when given and received, and the Cash 
entries posted to it, from the Cash Book. 

The Bills Receivable account will, therefore, as often as it is 
balanced, show the whole amount of the Bills Beceivable in 
the hands of the firm, and the Bills Payable account, in like 
manner, the whole liabilities of the firm under this head, and 
the trouble will be saved of keeping any account of Bills in 
the Ledger. (See Chapter V., page 28.) 

AU Bills, both Beceivable and Payable, should be regularly 
entered up, from this book, into the Office Diary, each being 
set down therein, under date of the day when due, so that all 
liabilities arising out of them, may be always kept in view at 
the proper time. 

Note. — 1. In the column headed '^ Dravm upon/^ the word 
" Same " is used to signify same person from whom the bill is 
received. 2. The Bills are posted from this Book into the 
Ledger; Bills Beceivable to the credit, BSidi Bills Payable to 
the debit of the Persons. And the Cash per contra is posted 
into this Book, from the Cash Book. 3. The individual Bills 
of which the Balance is composed, may always be identified 
with perfect ease, by adopting the system' of placing a check 
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mark^ simultaneously, against the Number of the Bill, when 
settled in cash or otherwise, and against the same Number on 
the original side of the account. Those not marked, will thus 
always be the Bills composing the Balance. 4. The number 
of columns given here, will be found sufficient for the entry of 
Inland Bills. Any additional particulars, when at any time 
they happen to occur, can be interlined. 

10. LEDGER, page 184. 

The First and Third parts of the Ledger diflFer from Set I, 
only in showing all the accounts regularly balanced oflF, and 
the balances carried down at the end of every month. The 
Second part, comprising the Property and Expense accounts, 
is varied in several points, and requires a detailed explanation. 

Capital. This account, which in Set I represents the Pro- 
prietor of the business, is here omitted ; its place being 
taken by two separate accounts, headed by the names of 
the two partners. A, B. Smith, 8f J, Thompson, Each is 
credited with the Capital paid in by him, and with his share 
of the profits, and is debited with money drawn out; the 
balances of the two accounts, collectively, making up the 
amount of the Capital of the firm. K considered more con- 
venient, two accounts may be opened for each partner, 
headed, respectively, as his ^' Capital Account " and ^^Drawing 
Account" The balance of the latter will then be transferred 
in one sum to the former, at Stock-taking, precisely as in Set 
I. See Chapter X., No. V. 

Balance. The amount of Ledger Debtors and Ledger 
Creditors, at Stock-taking, is entered here in one sum, being 
the total of the several amounts collected in the Bakmces Booh, 
which see. 

Intebest. The Expense Accounts are similar to those in 
Set I, but the '' Interest ^' account requires a remark. It will 
be seen^ that the accounts of the partners are credited with 
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Interest, on the Capital contributed by eacb of tbem, for the 
time over which the accounts extend ; and this interest is 
treated as a trade expense. In Set I., no such item appears, 
because the business is in the hands of a single person, and it 
would be an error to enter any interest, except money actually 
paid, for the use of borrowed capital, or temporary advances. 
The interest credited to the partners here, is not really an 
expense; and if the same amount of capital were owned by 
each of the two, the entry of interest would be quite un- 
necessary. But in this case, Mr, Smith owning £S00 capital, 
against '£200 owned by Mr. Thompson, is entitled, before 
the net profit is divided into two equal parts, to take credit 
for interest, at an agreed rate, on his own capital, allowing 
interest at the same rate to his partner, on the partner's 
smaller amount of capital. The interest is, in fact, a division 
of a part of the net profit between the partners, each receiving 
a share, calculated in accordance with the amount of his own 
capital in the business. The Profits are appropriated, first, to 
pay interest on the capital belonging to each partner, and 
afterwards, the remainder for equal division. 

Note. — It is a common practice, to assume that the profit 
of a business consists, of such an amount of net profit as it 
has realized, over and above an interest of five per cent on 
the capital embarked in it. This, however, expresses the truth 
only in a limited sense. Money may be considered as being 
always worth five per cent, per annum interest ; and, there- 
fore, a business which realises ten per cent, per annum on 
the capital placed in it, is an advantage to the trader, of a 
sum amounting to five per cent, per annum only ; being the 
amount which the business enables him to realise, over and 
above the interest he would have obtained for his capital 
oUierwise. But to say that the proM realised has been only 
five per cent., is an absolute error. A sum of money, which, 
oat of business, would have realised no more that five per 
cent, interest, has been made to yield ten }>er cent., and this 
ten per cent, is clear net iucome. 
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Goods Account. This is divided in the present Set, into 
the three heads of '' Cotton,^* " Linen" and " Woollen," and for 
convenience, these are ruled off, showing the total amount of 
purchases and sales each month, in each department sepa- 
rately. The months being recapitulated at the foot of the 
account, the purchases and sales for the whole period will be 
seen ; and, adding the value of the Stock on hand, to the 
amount of Sales, the balance remaining, after deducting the 
Purchases, will be Profit. 

Stock in Trade. If there had been any Stock on hand at 
the commencement of the trading, it would have been 
necessary to add it to the purchases, to ascertain the gross 
profit. For, if we add to the whole sales the amount of 
present stock, and from this sum, deduct all the purchases, 
plus the amount of previous stock, the difference will be 
profit, or O-ross Profit in Sales, There is here no Stock at 
commencement, but at the next subsequent stock-taking, we 
shall debit each of the three Departments, with the amount 
of Stock now shown; crediting the Stock in Trade account 
with the same amount, and thus balancing it off; and after 
this is done, we shall post to the Stock in Trade account, 
from the Journal, the value of the Stock at that time. The 
figures at the debit of the Stock in Trade account, will thus 
always represent the value of the Stock on hand at the last 
previous Stock-taking, — See Chapter X., No. III. 

The Ledger is balanced as before. First, balance the 
three Oooda accounts, and the Discounts and Allowances ; 
transferring the Balances to the Credit of Profit and Loss. 
Nexty cast up all the Expense accounts ; transfer the totals 
to Trade Expenses, and again transfer the totals of Trade 
Expenses, and of Losses, to the dehit of Profit and Loss, Then, 
credit Capital, or as stated here, the two partner's accounts, 
with the balance of Profit and Loss, which will be Net Profit, 
and the amounts drawn out by them being placed per contra. 
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ihe balance shoold be such^ as when carried to the Balance 
aocoiint, will bring the two sides of that account to a perfect 
equilibrium. 

Lkask and Fixtubes Account. Note. — ^The Balance of this 
account^ is here taken^ considering th<) short period of* time 
oyer which the whole accounts extend^ to be equal to the sums 
paid ; but practically there will be a variation. Unless in very 
exceptional circumstances^ a Lease cannot be reckoned as of 
any larger value than the sum it has cost ; but it is frequently^ 
and indeed in most cases^ worth something less ; so that it 
becomes requisite to write off a part of the cost price^ at the 
end of the year> adding the diminution in value to the trade 
expenses. A Lease commonly diminishes in value> year by 
year. It should appear in the Ledger at its actual value^ as 
nearly as may be estimated ; and a deduction should be made 
at every stock-taking. Thus^ supposing a Lease to have 
cost, with Fixtures, £1150*, and that it is estimated at Stock- 
taking to be worth £1000, it will then be requisite to make 
a Journal entry, crediting Lease and Fixtv/res, and debiting 
Premises, with £160 for depreciation in value. 

11. BALANCES BOOK, page 224. 

For the various uses of the Balances Booh, see Chapter Y. 
The method of its application is seen here. Once every month, 
all the Personal Accounts in the Ledger are balanced off, and 
the unsettled Balances entered in this book. This is done for 
purposes of utility; but when done it enables the book-keeper to 
make out a TriaZ Bala/nce ; that is to say, to take out the totals 
of all the Ih. and Or. Balances in the Ledger, for trial of the 
accuracy of the postings, as evidenced by the fact of the totals 
of the two sides being exactly in correspondence. It will be 
noted, that while the Personal accounts are more or less 
numerous, the Property and Expense accounts are comparatively 
few, and remain alwajrs the same, or nearly so. It is, therefore, 
not very laborious, after the totals of the Dr. and Or. balances 
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of all the Personal accounts liave been ascertained^ to add these 
to them. The Balances can be taken when they are shown in 
the Ledger, or the Total Postings on both sides, if no Balance 
is yet shown in the Ledger ; and if all the postings have been 
accurate, the total Drs. will be exactly the same in amount as 
the total Grs. It is a very useful practice to make out a Trial 
Balance every month. When the accounts are of any magni- 
tude, it is difficult to detect an error at the end of the year, 
but comparatively easy to do so at the short period of one 
month j and the book-keeper will thus be able to render the 
exact accuracy of his accounts a matter of certainty. 

The Trial Balance is made out at the end of the year, before 
making the closing entries by which the Ledger is finally 
balanced, and before the amount of the Stock in Trade is 
entered in the Journal ; the object of this proceeding being to 
ascertain the correctness of the work, and the exact equili- 
brium between the Brs. and Ors. previous to balancing off the 
Ledger. 

The Trial Balance given under date Ma/rch SOth, shows the 
position of the Ledger before the closing entries are made. 
When these have been made, all the Profit and Expense Ac- 
taunts are settled, and their contents transferred to Capital. 
The Balances which are left standing, will represent in all 
cases the positive Assets and Liabilities of the business, and 
nothing besides ; and the Trial Bakmce will be reduced down 
to the form of the Balance Account entered as such in the 
Ledger, (Polio 51). 

A method is given. Chapter X., No. VII., by which the total 
amount of Book Debts may always be shown in the Ledger. 
When the plan is adopted, the Trial Balance may be carried 
out every month, with the greatest ease and quickness ; and 
an exact balance may be obtained without the slightest diffi- 
culty, the long list of Personal accounts, with all the liabilities 
to error in posting them, and in laboriously extracting them, 
being entirely taken out of the computation. 
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SET n. TRADER'S BOOKS. No, 1, DAY-BOOK. 
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24 

24 

Day- 

Book. 

2 

Caah- 

Book. 

82 


Febroary 11. 
Tiinen yards @ 
Woollen 




1 

2 


8 

2 


6 



3 
3 

5 
8 

6 
3 


6 
15 

7 
19 

10 
1 


6 

4 

4 
6 

1 

1 


12 
Cotton 
Linen 




2 

1 


14 
1 

3 

1 
3 



4 

1 

3 


13 
Tiinen 
do. 
Woollen 




1 
2 
2 


14 
J. H. Walker, Chelsea, 
Cotton 




8 


19 


6 


15 
Cotton 
Tiinen 
Woollen 




2 

1 
3 


8 
1 



7 
6 



16 
Woollen 




3 


1 


1 


Cotton 

T/inen 

Woollen 




9 

6 

10 


2 

10 
6 


1 
6 
4 


25 


18 


10 


25 


18 


10 














24 
24 






3 
1 


16 
1 


6 
8 


4 

4 


17 
19 


9 
11 


Cotton 
Woollen 


19 

Woollen 

Cotton 

Linen 




4 


13 
2 
4 


7 
1 
8 


; 










9 


17 


8 
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12 
24 



24 



24 



Day- 
BooL 
3 

Gash. 
Book. 



26 



26 



February 20. 
Linen yards < 

do. 
do. ^ 



21 
WooDen 
Linen 
J. Gibson, Cheapside, 
Cotton 



22 
Cotton 
W. Yonng, Peckham, 
Cotton 
linen 



23 



WooUen 



Cotton 

Linen 

WooUen 



February 25.- 

Cottou 

do. 
Linen 



26 



WooUen 



20 
2 
6 



29 7 



10 



7 19 
2 4 



6 29 71 5 



10 



10 
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13 
26 

26 

25 

26 



Day- 
Book. 

4 

GaaH- 

Book. 

33 



26 



26 



26 



February 27. 
Woollen yards ® 

Linen 



28 
R. Allen, Mile End, 
Cotton 



Marcli 1 
Cotton 
Woollen 
do. 



Linen 
do. 



2 



Cotton 

Linen 

Woollen 



-March 4- 



Cotton 
Linen 



Woollen 

do. 
Linen 



6 
T.Ford, Eeigate, 
Cotton 



11 
1 



23 
4 

4 



31 



14 



16 



13 



31 



15 



15 





7 



4 
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14 
25 

25 


March?. 
IdDen yards® 
do. 
do. 




1 
1 


2 

1 
6 


11 
6 
4 


15 

1 
2 


4 

10 


1 
9 


8 
linen 
Cotton 




1 
1 


3 
16 


6 
8 


26 

Day- 
Book. 
6 
Cash. 
Book. 
83 


Q. Harria, Soatbwark Street^ 
Cotton 




3 


2 


9 


6 
2 


1 
10 


11 
10 


9 
Woollen 
Cotton 




1 


19 
11 



10 


Cotton 

liinen 

Woollen 




16 
6 
3 


6 

1 
19 


9 



10 


26 


7 


7 


26 


7 


7 
















».«.!. 11 
















26 

26 
26 


Woollen 

da 
Cotton 




1 
3 

7 

1 
2 


1 

2 

17 

14 

1 
3 


4 

11 

6 

6 

4 
6 


5 
7 
3 


1 
14 

4 


9 

6 

10 


12 
D. Edwaidfl, PortBmoath, 
Cotton 




IS 

Linen 
Woollen 














16 


1 


1 
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15 
26 

26 

26 



Day. 

Book. 

7 

Caah- 

Book. 

34 



26 



26 



26 



MarohU. 
Cotton yards ® 

do. 



16. 
L. Taylor, Wincbeater, 
Cotton 



16. 
Linen 
do. 
Woollen 



Cotton 
Woolkn 



Maioli 18. 



Woollen 



19. 
Woollen 
do. 



21 

S. BeynoldB, Islington, 
Cotton 



Linen 

do. 
WooUen 



35 



13 



12 



11 



35 



13 



23 



1 
3 



10 



11 



16 



11 



10 
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16 
26 



Daj- 
Book. 

9 

Cash- 

Book. 

84 



27 

27 

27 
27 



Daj- 
Book. 

10 
Gaah- 
Book. 

85 



Woollen 
do. 



yardfl® 



Cotton 
Linen 
Woollen 



-Marcli 25. 



Cotton 
Linen 



26. 
T. Moore, Biompton^ 
Cotton 

W. HarriB, Ozfoxd Street, 
Linen 



29. 



Cotton 



30. 
Cotton 
Woollen 
do 



Cotton 

TjIHATI 

Woollen 



24 



18 



13 



13 



24 



27 



13 



13 



11 



10 
10 



10 
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52 
52 

If 

53 



52 

53 

54 



46 
47 
48 



54 
56 
55 
54 



Sundry Persons Or. by Goods Bought 



February 16. 

11 Black k Co., Cotton 

11 Smith & Jamefl^ Liiien 

13 da do. 

14 da do. 

11 G. Russell, Woollen 

12 do. do. 
16 do. do. 

13 Black k Ca, Cotton 

14 do. do. 
16 do. do. 

14 Thompson k Green, do. 

15 do. do. 

16 Wilson k Brown, Woollen 



Cotton 

linen 

Woollen 



219 
126 
114 



459 



16 



-February 23. 



76 

91 
14 
20 

43 

41 
14 



18 W. Johnson, Stationery 

18 J. Smith, Shop Fittings k Furniture 

20 S. Jones, Cotton 

22 Wilson k Brown, Linen 



2 
28 

54 
37 
14 



3 

16 
3 

8 

14 

10 

2 



19 19 



459 



6 

150 

54 

33 

244 



1 
4 

17 
16 

17 



16 



13 




6 

6 

11 



11 

6 

10 

3 

4 
8 

8 
3 

4 



6 

4 
8 
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Februazy 23. 




244 





6 


46 
47 
45 
51 


Cotton 
Lmen 

Smidiy Expenses, Stationery 
Lease A Fixtures Account, 
Shop Fittings & Furniture 


64 

33 

6 

150 


2 

4 
13 




4 
8 
6 










244 





6 


244 





6 




MiLrrfi 9 










58 

n 


Feb. 25. Thompson k Oieen, 
March 1. da 


Cotton 
da 


36 
33 


4 
2 


6 
9 


54 

99 


Feb. 26. Wibion A Brown, 
March 2. do. 


WooUen 
do. 


39 
8 


3 

4 


4 
4 


55 

9f 


Feb. 28. S. Jones, 
March 1. do. 


Cotton 
do. 


19 
113 


14 
2 


7 

4 


58 

46 
48 


March 1. G. Kussell, 


WooUen 


131 


2 


3 


Cotton 
WooUen 


202 
178 


4 
9 


2 
11 


380 


14 


1 


380 


14 


1 




Mftn^li 9 










58 


4 Thompson & Green, 
9 do. 


Cotfam 
do. 


96 
18 


14 

7 


1 
8 


54 


6 W. Johnson, Stationerf A 


cAoooimt Books 


19 


4 


6 








134 


6 


3 



Digiti 



zed by Google 



150 Barnes's net^ ihpeoved 

SET 11. TRADER'S BOOKS. Ko. 3, BOUGHT BOOK 



19 




March 9. 






134 


6 


3 


54 


6 


Wilson & Brown,' 


Woollen 


I 


109 


3 


6 


52 


6 


Black & Co., 


Cotton 




86 


14 


6 


n 


9 


do. 


do. 




3 


14 


9 


54 


8 


8. W. Sanbden^ 


His Ac* for 








46 






Cart Hire 


» 


14 


11 


Cotton 


205 


11 





48 


Woollen 


109 


3 


6 








45 


Sundiy £q>enae8, Stationerj 


19 


4 


6 








ff 




do. Cart Hire 


9 
343 


14 
13 


11 
11 






11 


343 


13 






Mnrdi is 










. 


62 


11 


Smith & James^ 


Idnen 




19 


14 


6 


M 


13 


do. 


do. 




31 


4 


9 


II 


14 


do. 


do. 




33 


2 


11 


V 


16 


do. 


do. 




97 


11 


8 


53 


12 


G. Ri^asell, 


Woollen 




13 


14 


11 


II 


16 


do. 


do. 




41 


12 


3 


55 


12 


8. JonesL 


do. 




17 


3 


1 


>9 


14 


do. 


do. 




17 


1 


6 


91 


15 


do. 


do. 




29 


17 


10 


55 


13 


F. Woodward, 


Cotton 




24 


17 


3 


54 


15 


Wilson & Brown, 


Woollen 




10 


9 


6 


46 


16 


do. 


do. 




39 


14 


4 




Cotton 


24 


17 


3 


47 




Linen 


181 


13 


10 








48 




Woollen 

s 


169 
376 


13 
4 


4 
6 






6 


376 


4 
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20 




March 23. 












52 


19 
23 


Black <fe Co., 
do. 


Cotton 
do. 


10 
69 


14 
13 


5 
6 


58 


20 
22 


Thompson & Qreen, 
do. 


da 
do. 




37 
41 


13 

4 


1 



56 

46 
47 


23 


T.Hall, 


Linen 




29 


13 


7 




Ootton 
linen 


169 
29 

188 


6 
13 



7 


18 


7 


188 


18 


7 






















Mni^nli 5in 












54 
54 


28 
28 


W. Johnaon, 
a W. Sannden,' 


Stationety 

HiH Ac* for 
Cart Hire 


9 
13 


17 
8 


11 
6 


65 

47 
45 
45 


29 


F. Woodward, 


Linen 




18 


8 


10 
3 


Linen 

Sundry Expenses, Stationery 
do. Cart Hire 


13 

9 

13 


3 

17 
3 


10 

11 

6 


36 


6 


3 


36 


6 




V 
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21 _ 

Dr. Sundry Persona. 


49 
49 
63 
54 
53 
45 
48 

46 
47 
47 
46 
45 


February 16. 
DisconntB and Allowonoes 


6 

1 

2 
7 

1 

3 

1 
4 

1 

5 


1 
13 

3 
10 

5 

13 
1 
3 

15 

4 


7 
3 

3 


8 




6 
3 



6 


18 
DisooontB and Allowanoea 


19 
Thompson & Qreea, 

Returns, Cotton yds. @ 


23 
Wilson & Brown 

Overcharge on Goods had Feb. 22 


23 
Thompson tc Qreen, 
Diaoouut, 2i7, allowed 


Match 2 
Wagee and Salaries 


2 

Interest 


2 

Sundries, 
Cotton, Bo* for Cash 
Linen, do. 
Advertiaements 

Premises, paid for Insurance 
Sundry Expenses, Sundries 3 8 
ditto Insurance of Stock 1 16 6 






34 


11 





1 


1 
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Fer Contra. 


Or. 


21 


40 
89 
46 
48 
49 
55 
56 
50 


Febmaiy 16. 
A. McDonald 

Allowed to Balance 


6 

1 
2 

7 

1 
16 


1 

18 
3 

10 

6 
17 


7 

3 
8 


8 




3 


18 
J. Robertson 
Allowed to Balance 


19 
Cotton 


23 
Woollen 


23 
DifloonntB, ko. 


Man:h2 
J. Clerk 

Salaiy to date due to him 


2 
P. K Thompson 

Interest, \ month to Mar. 2, on £600 @ 6*/. 


2 
PetfyCaah 




34 


11 





1 1 1 
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i2 
47 


Uaxob. 18. 
linen 


3 

7 
24 

1 

1 

91 

1 

42 


19 

4 
16 

2 
3 

1 



6 

14 


1 

3 



11 

11 



6 


54 


18. 
Wilson & Brown, 
Betunis, Woollen 


40 


19. 
A. McDonald, 
Bill Receivable, Na 1, doe Much 18, 
returned unpaid 


47 


19. 


49 


20. 
Diaootmts 


48 


21. 
Woollen 


68 


23. 
Thompson & Chreen, 

To Bills BeoeiyaUe, for the following paid 
to them — 
No. 4, due June 4 50 
7 „ July 21 41 






58 


23. 
G. Bussell, 
Discount, 2^ per cent on £50 


46 


25. 
Premises, 

To Bent, Bates^ and Taxes, due this day 






173 


6 


8 
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22 
43 

48 
86 

42 

89 
40 

48 
86 

49 
56 


March 18. 
E. Whiter 
By Error, 
&roneou8 entry Mardi 6, caaoelled 


3 

7 

24 
1 

1 
91 

1 

35 
4 
2 


19 
4 

16 

2 

3 

1 


6 


15 
19 


1 
3 





10 

1 

11 






6 

8 


18. 
Woollen 


19. 
Bills BeottTable 


19. 
Smith dc Elliott^ 
Betnnifl^ Unen 


20. 
Snndries— 

J. Bobertaon 
Thompson & Smith 


21. 
H. JwAaon, 
BetamB, Woollen 


23. 
Klls BeoeiTsble 


23. 
iMsooonts, ko. 


26. 
Beai^ Taxes, Ac., Payable, 
For doe this day— Bent 

Parochial Bates 
Queen's Taxes 




173 


6 
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23 
66 

61 

48 
46 
48 



46 

47 
48 
47 
46 



61 



March 25. 
. J. Clerk 

Rent of Rooms let to him, aad due this daj 



Losses 



28 



Woollen 



Wages and Salaries 



30 



Interest 



SO 



Sundries, 
Cotton, 

Woollen, 



30 



Bo^ for cash 
do. 
do. 
Advertisements 
Sundry Expenses, Sundries 
Gas 



Stock in Trade 



30 



9 3 6 
3 12 6 



173 
1 

8 



6 
10 



16 



10 



17 



12 



17 
2 
2 




16 



1065 



8 




7 

1 
8 




1287 
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23 
46 

41 
88 
56 

56 
44 
44 

60 



46 

47 
48 



MiBrch25. 



Premises 



26 
J. Wright, 

Insolvent^ and the amoant owing bj him a 
total loss. 



E. Griffiths, 
BeturnSy 



28 
Woollen 



30 
J. Clerk, 

Salary due to him this daj 



30 
Sundries, 

P. K. Thompson, Esq., 

Interest, £500 for 1 month @ 6 •/. 
A. R Smith, 

Do. X500 for 1^ month @ 5 y. 
J. Thompson, 

Da X200 for 1^ month ® 5 7o 



Petty Cash 



30 



30 
Sundries, 
For Yalne of Stock on hand this day, at 
ooet^ as per Stock Book 
Cotton 
Idnen 
Woollen 



173 
1 



10 

2 
3 
1 

20 



429 
238 
[397 

1287 



10 



16 



10 
2 
5 

18 



12 

1 

15 
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24 


Dr. 


CASH. 












Sm 














Velio. 








Feb. 11 


A^ESmiih 




32 


600 








ft 99 


J. Thompmm 




32 


200 








99 W 


lUm\c 




30 


20 








19 99 


Cash Sales 




11 


3 


6 


6 


„ 12 


White & Smith, 


An* 16/ 


32 


31 








99 99 


Cash Sales 






3 


15 


4 


« 13 


99 






6 


7 


4 


.. u 


99 






3 


19 


6 


„ 16 


99 






6 


10 


1 


„ 16 


99 






3 


1 


1 


Feb. 16 






776 


18 


10 


22 


12 


11 


„ 18 


P. K. ThompflOQ 




32 


600 








99 99 


Gash Sales 




11 


4 


17 


9 


„ 19 


99 




11 


4 


19 


11 


„ 20 


99 




12 


2 


2 


4 


99 99 


W.Clark, 


All* 18/6 


32 


12 


10 





» 21 


Cash Sales 




12 


7 


2 


9 


„ 22 


9f 




12 


7 


19 


10 


„ 23 


19 




12 


2 


4 


10 










664 


10 


4 
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Contra. 




€^. 


24 






Bm 












Mia 








Fekll 


Bulk 


30 


TOO 








•9 9f 


Carriagepaid 


28 




2 


4 


« 12 


Omoibns 1/ da 9* 
Wnppmg Paper A String 


28 




1 


9 


« 13 


28 


1 


3 


4 


n »» 


Bank 


30 


41 








» 14 


Advertiaementa 


28 


^ 


8 


6 


„ 16 


Postage dtampa 


28 




10 





„ 16 


A. B. Smith 


32 


3 








n t9 


J. Thompaon 


32 


3 








n 99 


Wagea— Salesman 


32 


1 


16 







„ Porter 


32 


1 


4 







„ Errand B07 


32 




6 





764 


6 


11 


W M 


Balance 




22 


12 


11 








776 


18 


10 


Feb. 18 


Bank 


30 


600 








ff 99 


Omnibos and Cab 


28 




2 


9 


99 99 


M n 


28 




3 


10 


n 19 


Invuranee of Stock in trade 


28 


1 


16 


6 


99 99 


do. Premises 


28 


1 


16 





„ 20 


Gratuity 


28 




1 





,. 21 


Cotton Bo* for Cash 


28 


3 


13 


6 


„ 22 


. Cartage 


28 




7 





„ 29 


Receipt Stamps 


28 




6 





I* » 


J. Clerk 


32 


3 








n >i 


A. B. Smith 


32 


3 


8 





n » 


J. Thompson 


32 


3 





n 99 


Wages — Salesman 


32 


1 


16 







„ Porter 


32 


1 


4 







„ Errand Boy 


32 




6 




7 


619 


9 


n n 


Bdanoe 




46 





9 


664 


10 


4 
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26 



Feb. 23 
25 
26 
27 



19 

99 
99 



28 

March 1 

2 



99 
99 



liaroh 2 

4 



99 
99 
99 
99 
99 



99 

6 
7 
8 
9 



See 
Folio. 



Caah Sales 

do. 
Bank 
Cash Sales 

do. 

do. 

W. Mason 

» Gash Sales 



Balance 



Cash Sales 
J. C. Cox, 
Cash Sales 

do. 

do. 

da 
J. Knight 
Cash Sales 



See V Contra 



Balance 



AUM4/9 



12 
12 
30 
13 
13 
13 

13 



13 
33 
13 
13 
14 
14 
33 
14 



45 
5 
2 

10 

8 

13 

7 

1 



93 



16 
6 

13 
2 
6 
2 
6 
5 
2 




4 
1 


19 
14 

4 

5 



10 

* 


3 

9 
5 

15 

10 

1 



10 



9 
2 
10 

7 
6 
4 

3 



2 
9 

4 

9 

11 


10 



59 



16 
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25 




8a. 
ToUo. 








Feb. 25 


W. Maaon See V Contra 




7 








» >♦ 


Postage 


28 






6 


» 26 


Omnibus 


28 




1 


9 


n 27 


Parcel and Booking 


28 , 




2 


9 


99 >' 


W. Johnson 


33 


6 


13 


6 


„ 28 


Linen, Bo* fw Gash 


28 


1 


1 


3 


March 1 


Bill Stamps 


28 




6 





2 


Advertisements 


28 


1 19 


6 


99 99 


Bank 


30 


60 





99 99 


J. Clerk 


33 


2 





99 99 


A. B. Smith 


33 


3 





99 99 


J. Thompson 


33 


3 





99 99 


Wages— -iSalesnuui 


33 


1 


16 







„ Porter 


33 


1 


4 







„ Enand Boy 


33 




6 











78 


10 


3 


99 99 


Balance 




15 
93 





2 


10 


6 


March 4 


Omnibus, 1/6 ; Da and Cab, 3/3 


28 




4 


9 


6 


Gas for Febnuuy 


28 


3 


12 


6 


„ 7 


Carman and Booking 


28 






8 


„ 8 


Wrapping Paper and String 


28 




13 


6 


9 


Bank 


30 


30 








99 99 


P. K. Thompson 


33 


1 


6 







J. Clerk 


33 


3 


10 





99 99 


Wages — Salesman 


33 


1 


16 







„ Porter 


33 


1 


4 







„ Errand Boy 


33 




6 





42 


11 


6 


99 99 






17 


5 


4 


69 


16 


9 








1 







M 
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26 




March 


9 


)i 


11 


"»> 


99 


»« 


12 


» 


99 


n 


13 


» 


14 


19 


99 


i» 


16 


ff 


16 


>» 


i» 


93 


i> 


n 


n 


March 16 


n 


18 


»9 


19 


n 


21 


u 


99 


» 


99 


19 


22 


» 


99 


99 


23 


99 


9» 


99 


9» 


•9 


99 



W. Parker 

Cash Sales 
Bank 
Cash Sales 

E. Griffiihs, 
CashSale^ 

W. Parker 
J. Knight 
Thompson < 
Cash Sales 



Cash Sales 



W. Parker 
G. Jones 
E. Griffiths 
Cash Sales 
J. Knight, 
J. Brown, 
Bank 
Gash Sales 







,^\ 












Ftolio. 










Baknoe 


1 


17 


6 


4 






34 1 


4 












14 1 


5 


1 


9 






31 : 


60 












14 


7 


14 


6 






14 


3 


4 


10 


) 


All* 3/10 


34 


6 


18 


6 






15 


6 


17 


3 






16 


9 


12 


9 






34 


3 












34 


5 








fc Smith, 


All* 4/5 


34 


24 












16 


3 


17 


10 




BtJaaoe 




166 


12 


9 




48 


17 


7 






16 


4 


6 


7 






16 


1 


16 


9 






15 


13 


9 


3 






34 


4 












34 


16 












34 


10 












15 


4 





3 




An*9d. 


34 


5 


4 







„ 9/10 


34 


9 


1 









31 


10 












16 


1 


1 


10 








126 


16 


3 




1 
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26 






8m 
FoUo. 








March 11 


Omnilma, Ac. 


29 




3 


4 


79 


12 


Cartage 


29 




7 


8 


9f 


9» 


Linen, Bo* for Cash 


29 


2 


2 


1 


t9 


»> 


Black A Ca AU*- 26/3 


34 


49 








l> 


13 


Pontage Stamps 


29 




6 





M 


14 


Travelluig Ebqienaes 


29 


2 


19 


3 


M 


16 


Rail, Aft, 4/4; Da, 1/6 


29 




6 


10 


>» 


16 


Coals for Shop and Counting Hooae 


29 


2 


7 





n 


99 


Bank 


31 


40 








9f 


99 


A. B. Smith 


34 


3 








» 


» 


J. Thompson 


34 


3 








w 


99 


Wages — Salesman 


34 


1 


16 









„ Porter 


34 


1 


4 









„ Errand Boy 


34 




6 





106 


16 


2 


J> 


>» 






48 


17 


7 


166 


12 


9 


March 18 


Omnibos 


29 




3 


11 


99 


99 


Men, OratnitieB 


29 




2 





*9 


W 


Bill Stamps 


29 




6 





19 


19 


W. Mason 


34 


16 








99 


20 


Cab, Ac. 


29 




3 


6 


M 


» 


Carriage of Parcels 


29 




1 


2 


99 


21 


AdvertisemeintB 


29 


2 








9» 


99 


Bank 


31 


66 








99 


22 


Woollen, Bo» for 0«jh 


29 


2 


2 


8 


99 


23 


Rail, Ac. 


29 




6 


9 


99 


If 


J. Clerk 


34 


2 








99 


yf 


W. Johnson 


34 


10 








99 


If 


A. B. Smith 


34 


3 








» 


» 


J. Thompson 


34 


3 








» 


M 




34 


1 


16 









„ Porter 


34 


1 


4 









„' Errand Boy 


34 




6 





96 


9 





» 


» 






30 


7 


3 


126 


16 


3 




. 1 
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27 

March 23 
,. 25 



26 
27 
28 
29 

30 



A. McDonald 
Cash Sales 

E. Griffiths 
W. Dixon 
Cash Sales 
W. Mason 
W. Parker 
Parker & Smith 
Cash Sales 



Balance 



March 30 



Balance 



8«6 



35 
16 
16 
35 
35 
16 
35 
35 
35 
16 



30 

20 
5 
9 

10 
5 
3 

15 
2 

25 
8 



7 


13 
6 



13 




17 



3 


10 
6 


7 




1 



134 18 



26 



11 
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27 
March 25 

II II 

„ 26 
„ 28 
„ 29 
„ 30 

91 11 
99 19 
99 99 
99 II 

99 99 


S. W. Saunden 
Omnibus 
Carriage paid 
Cotton bought for Cash 
Cab and BaU 
Bank 

A. B. Smith 
J. Thompson 
P. K. Thompson 
Wages— Salesman 
Porter 
„ Errand Boy 

Balance 


«*• 1 

Mlo. 

35 
29 
29 
29 
29 

35 ' 

35 

35 

35 

35 


9 

1 

85 
3 
3 
2 

1 
1 


14 
1 
1 

17 
3 




10 

15 
4 
6 


11 
3 

10 
7 
9 









108 
26 


14 
3 


4 
11 


134 


18 


3 








1 
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28 




Febbuabt, 1868. 

- 


1 

2 


2 
1 
3 
3 
10 


.4 
9 
4 
6 



Feb. 11 

., 12 
„ 13 
„ H 
„ 15 

„ 18 
„ 19 

„ 20 
« 21 
„ 22 
« 23 

„ 25 
,. 26 
„ 27 
„ 28 
March 1 
2 

4 
6 

» 7 

8 


Bro» 
from 

24 

» 
>l 

24 

19 
>y 
91 
» 
II 
II 

25 

II 
II 
II 
II 
II 

26 

II 
If 
If 


Carriage Paid 
Omnibus. 1/; Do., /9 
Wi-apping Paper and String 
Advertisements 
Postage Stamps 

To Cash Book 32 

Omnibus and Cab, 2/9 ; Do., 3/10 
Insurance of Stock-in-Trade 

do. Premises 
Gratuity 

Cotton, Bo* for Cash 
Cartage 
Receipt Stamps 

To Cash Book 32 

Postage 

Omnibus 

Parcel and Booking 

linen, Bo* for Cash 

Bill Stamps 

Advertisements 

To Cash Book 33 

Omnibus, 1/6 ; Do. and Cab, 3/3 
Gas for February 
Carman and Booking 
Wrapping Paper and String 

To Gash Book 33 


4 





11 


1 
1 

3 


6 

16 
16 

1 
13 

7 

6 


7 
6 


6 




8 


4 


7 


1 
1 


1 
2 
1 
6 
19 


6 
9 
9 
3 

6 


3 


11 


9 


3 


4 
12 

13 


9 
6 
8 
6 


4 


11 


6 









Digiti 



zed by Google 



UNIVEBSAL 8T8TEM OF BOOK-KEEPING. 167 

SET II. TRADER'S BOOKS. No. 6, PETTY CASH BOOK 



29 



March 11 



12 



13 
14 
15 
16 



18 

99 

19 
20 

21 
22 
23 



25 

26 
28 
29 



Crom 

31 

26 

99 



26 



27 



Mabch, 1868. 



Blank Cheque Book 

OmniboB, ic. 

Cartage 

Lineu, Bo* for Caah 

Postage Stamps 

Travelling £xpense8 

Bail, &a, 4/4; Do. 1/6 

Coals for Shop and Counting House 

To Cash Book 34 

Omnibus, &c 
Men, Gratuities 
Bill Stamps 
Cab, kc. 

Carriage of Parcel 
Advertisements 
Woollen, Bo» for Cash 
Bail, <ba 

To Cash Book 34 



Omnibus 

Carriage of Parcel 
Cotton, Bo* for Cash 
Cab and Rail 



1 

8 


4 


3 


4 


7 


8 


2 


1 


5 





19 


3 


5 


10 


7 






8 18 6 



To Cash Book 35 



1 

1 

17 



11 


6 
2 

8 
9 



3 

10 
7 
9 
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30 



Dr. 



London and 



Feb. 11 

n tf 
« 13 



Feb. 16 
., 18 



Feb. 23 
March 2 



March 2 
9 






Cheque, Bank of England, 

P. K. Thompson 
Notee (No* and Amounts) 

Cheque, White & Smith, on 

Bank 

Notes (No*) 



Balance 
Cheque, Bank of England, 
P. K. Thompson 



Notes 
Qold 



Balance 
(No') 



Balance 
Notes (No*) 
Gold 



Folio 



24 



24 



24 



500 



31 
I 10 








25 



26 



30 
20 



15 
15 



700 



411 



-I- 



741! 
632 T2 
500 



1132 12 



682 



50 



^2' 



732 



628 
30 

658 



12 



17 i 

! 


17 
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30 

Westminster Bank. Or. 


FeK 11 
» » 
„ 16 


No. Of 
ChcqiM. 

1 Cash 

2 Black & Co. 

3 Wilson A Brown 

4 Black &Ca 

Balance 


8e« 
FoUo 

24 

32 

32 
32 


Dis 

1 


ooool 

14 
18 




20 
60 
14 

24 

108 
632 


s 

3 
5 

8 
12 











741 








Feb. 18 
» 23 


5 Paid for Purchase of 

Lease of Premises 

6 J.Smith 

Balance 


32 
32 








300 
150 










450 
682 



12 






1132 


12 





Feb. 26 
„ 27 

March 2 
» » 


7 S. Jones 

8 Cash 

9 Wilson & Brown 
10 Smith k James 

Balance 


33 
25 
33 
33 


1 


7 
11 


4 

8 


13 
10 
30 
60 


15 











103 
628 


15 

17 






732 


12 





March 9 


11 Wilson & Brown 

12 A. B Smith 

13 J.Thompson 

Balance 


33 
33 
33 








100 
3 
3 




% 







106 
562 



17 






668 


17 

















i 
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31 
March 



16 



Balance 
Bills discounted per Bank, 
No. 6, June 14 
6, July 14 



Notes 
Gold 



Nos. 



Bills Paid in for Collection, 
No. 1,24 16 due Mar. 18 
3,16 10 



41 6 



March 16, 



Balance 



18 Bills Receivable, No. 3 



21 



March 23 



Cheques, Thompson tic Smith, 
Bank 



on- 
C. Jones, on- 
Bank 



Gold 



March 30 



Balance 
(Nos.) 



30 Notes 
Gold 

Cheques, Parker & Smith, on 
Gl jn & Co. 
W. Mason 



Kdance 



Bee 








1 






FoUo 


103 
51 


1 
17 






562 

1 


17 





34 








154 


18 





10 










30 














26 








40 

1 
















1 

747 


15 





515 


13 





34 


24 

15 
16 














I 16 

1 

! 


10 





26 








,55 














i587 

1 


3 





!273 


10 







25 
















20 








1 








25 








' 








15 














27 








' 86 

i 














;358 


10 





1 
246 


10 
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31 
MaTx^l2 

« 16 


Naof 
CheqiMi 

14 Cash 
Discount on Bills 
Book of Blank 

Cheques, Feb 11 

15 Wilson & Brown 

16 G. EusseU 

17 Smiths James 

18 P. Woodwani 

Balance 


86. 1 

Folio 

26 
34 

29 
34 
34 
34 
34 

34 
34 
34 
34 
26 

35 
35 
35 


4 

1 
1 


Doonti 

13 

9 
4 


1. 

8 

11 
3 


60 
1 

61 
60 
44 
23 



10 

8 
17 


13 
13 



2 

4 
6 





232 
616 


2 
13 






747 


15 











March 23 

« 22 
„ 23 


Bills Payable, No. 1 
Na2 

19 Thompson A» Green 

20 Black & Co. 

21 Cash 

Balance 


2 
2 


9 
6 



3 


84 
40 
91 
88 
10 


9 


4 



313 
273 

687 


13 
10 








3 





March 27 

9> 99 

„ 30 

99 99 


22 Black & Co. 

23 Smith & James 

24 a Jones 

Balance 




16 


11 


30 
60 
32 












112 
246 



10 






368 


10 





L , . 








1 






1 
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^^ Dr, CASH. February 16th, 


Feb. 11 

„ 12 
„ 16 


Bro* 
from 

24 
24 
24 
11 


To A. B. Smith 
J. Thompson 
White & Smith 
Cash Sales 


PCMttd 

to 

44 
44 
38 
50 

49 




16 





500 

200 

31 

25 








18 








10 




16 





756 


18 


10 














Februart 23bd, 


Feb. 16 
„ 18 

„ 20 
„ 23 


24 

24 
12 


Balance 
To P. K. Thompson, on 
Loan at 6 •/. 
W. Clarke 
Cash Sales 


56 
41 
50 

49 


1 
1 


13 


6 


1 

666 

600 
12 
29 


4 


10 

7 

1 


11 



6 


1 




13 


6 


1197 2 


4 




1 . 








i 
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1868. 


CJONTRA. 


Cr. '' 


• 


Bro« 


.] 


PiMitod 


1 




1 




ftom 




to 






1 


Feb. 11 


30 


By Black & Co. 


62 






60 1 ! 


« 16 


30 


"Wilson & Brown 


64 


14 


4 


14 1 3 1 


9» 99 


30 


Black t Co. 


62 


1 


18 


6 


24 ! 6 


99 »9 


24 


A. R Smith 


44 








3 ! 01 


f> » 


24 


J. Thompson 


44 






1 


3 1 Oj 


W » 


24 


Wages, 1 15 






1 1 




j 






1 4 






1 






1 


W » 


28 


6 


45 
50 








3 

4 


6 




11 


Petty Cash 


»> »» 




Balance, 
Bank 632 12 
House 22 12 11 


49 






• 


666 


4 


11 




2 


12 


10 1756 

11 

r-ii — 


18 

1 


10 


1868. 






1 - 

Feb. 18 


30 


By Paid for purchase of 






! 


• 


( 
1 






Lease of Premises 


61 






300 


0! 


„ 23 


30 


J. Smith 


66 






160 


o! 


99 99 


24 


J. Clerk 


55 




i 


2 








If 19 


24 


A. R Smith 


44 




1 


3 








M 9> 


24 


J. Thompson 


44 








3 








M 91 


24 


Wages, 1 15 




















1 4 






j 








99 99 


28 


6 


46 
60 


1 




3 

8 


6 

4 




7 


Petty Cash 


1 




99 99 




Balance, 
Bank 682 12 9 


1 


j 

1 
















Honae 45 9 




1 


1 


727 


12 


Q 








1 


1197 


2 4 


1 1 II 


1 
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Dr. March 2, 


Feb. 23 
Mar 2 


Bro* 

13 


Balance 
To Gash Sales 


Ported 

60 








727 
31 

• 


12 
9 


9 

8 








759 


2 


5 












March 9, 


Mar. 2 

99 ^ 


25 
25 
U 


Balance 
To J. C. Cox 
J. Knight 
Cash Sales 


39 
42 
50 

49 




14 


9 


643 

13 

6 

26 


17 
9 


7 


2 


7 




14 


9 


688 


13 


9 




1 


1 1 




1 1 
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1868. Or, ^^ 


Feb. 26 

„ 27| 
Hat. 2 

» n 

99 >» 
99 M 
W »> 

91 n 


ftom 
30 
26 

30 
30 
25 
25 
25 
25 

28 


By S. Jones 
W. Johnoon 
Wilson & Brown 
Smith k Jamea 
J. Clerk 
A. B Smith 
J. Thompson 
Wages 1 15 
1 4 
6 


to 

55 
64 
64 
62 
65 
44 
44 

45 
■60 

49 


1 


7 
11 


4 
8 


13 
6 
30 
60 
2 
3 
3 

» 

3 
3 

643 

1 


15 
13 






11 
17 



6 







9 

2 


Petty Cash 

Balance, 
Bank 628 17 
House 16 -2 




1 


19 





759 


2 


6 












1868. 


Mar. 9 
»» »f 
» >» 
ff » 
» fj 
»f ft 

t» »f 
» »f 


30 
30 
30 
25 
26 
26 

28 


By Wilson ie Biown 
A. B. Smith 
J. Thompson 
P. K. Thompson 
J. Clerk 

Wages 1 16 

1 4 

6 


64 
44 
44 
56 
55 

45 
60 




1 




100. 
3' 
3 

1 
3 

3 
4 

570 





5 
10 

6 
11 

2 










6 

4 


Petty Cash 

Balance, 
Bank 662 17 
Honae 17 6 4 










688 


13 


9 


1 1 


1 1 1 
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'' Dr. 






Makch 16th. 


1 Bra* 




Poftod 














frum 




to 












Mar. 9 


26 


Balance 








670 


2 


4 


„ H 


31 


To Bills discounted $ Bank, 
No. 5, June 14 103 1 






i 
1 








„ 11 


26 


6, JiUy U 51 17 


36 
39 








154 

1 
4 


18 







W, Parker 


„ 14 


26 


E. Griffiths 


38 




3 


10 


6 


18 


6 


„ 16 


26 


W. Parker 


39 








3 








t» 91 


*26 


J. Knight 


42 








6 








99 99 


26 


Thompson A Smith 
Cash Sales 


40 




4 


6 


24 








>» » 


15 


50 








35 


8 


11 








49 




8 


3 


803 


7 9 


1 1 




1 1 








March 23rd. 


Mar.16 




Balance 










564 


10 


7 


„ 18 


31 


To Bills ReoeiTable, No. 3 


36 








16 


10 





„ 21 


.26 


W. Parker 


39 








4 








» » 


26 


C Jones 


41 








15 








„ 22 


26 


E. Griffiths 


38 








10 








„ 23 


26 


J. Knight 


42 






9 


5 


4 





91 »» 


26 


J. Brown 


42 




9 


10 


9 


1 





M »> 


16 


Gash Sales 


50 








24 


13 


8 








« 




10 


7 


648 


19 


3 


1 II 
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1868 


• 




0-. 


34 




from 




Potted 
to 














Mir. 14 


31 


By DisoonTit on Bilk, ^ Bank 


48 








1 


10 


2 


» 16 


31 


Wilaon & Brown 


54 


4 


13 


8 


51 


17 


6 




31 


6. BusseU 


53 








50 










31 


Smith & James 


52 


1 


9 


11 


44 


13 







31 


F. Woodward 


55 


1 


4 


3 


23 


13 





». 1^ 


26 


Black & Co. 


52 


1 


5 


3 


49 








>. 16 


26 


A. B. Smith 


44 








3 








M It 


26 


J. Thompson 


44 








3 








f» If 


26 


Wages 1 15 

14 

6 


45 
50 








3 
8 


5 
18 



6 


fl ft 


29 


Petty Cash 








f» tf 




Balanoep 
Bank 515 13 
House 48 17 7 


49 








564 


10 


7 




8 


13 


1 


803 


7 


9 














1861 


3. 








Mar. 23 


31 
31 


By Bills rttyMe, No. 2 

8 


37 
ft 








84 
40 


9 



1 




•• 22 


31 


Thompson & Green 


53 


2 


9 





91 








23 


31 


Black & Co. 


52 


2 


5 


3 


88 


4 





:. 19 


26 


W. Mason, (See per 
Contns Mar. 29) 










15 








». 23 


26 


J. Oerk 


55 








2 










26 


W. Johnson 


54 








10 










26 


A. B. Smith 


44 








3 










26 


J. Thompson 


44 








3 








ft ff 


26 


Wages 1 15 
^^ 14 




















6 




















dR 








3 


5 





t* ft 


29 


Petty Cash 
Balance 


50 








5 


4 









Bank 273 10 
Honse 30 7 3 


49 








303 


17 


3 




4 


14 


3 


648 


19 ! 3 




1 


1 1 
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35 



Dr. 



March 30th. 



Bro» 
from 



Mar. 23 

„ 25 

„ 27 

„ 28 

,, 29 

„ 30 

>» >» 

» ft 



27 
27 
27 
27 

27 
27 
16 



Balance 
To A. McDonald 
E. Griffiths 
W. Dixon 

W. Mason, (See per 
Contra, March 19) 
W. Parker 
Parker <& Smith 
Cash Sales 



Foctod 
to 

40 

38 
42 



39 
43 
50 



Mar. 30 



Balance 



303 

20 

10 

5 

15 

2 

25 

27 



17 










11 



3 












408 8 3 



272 13 11 



Digiti 



zed by Google 



UNIVEBSAL SYSTEM OF BOOK-KEEPING 
No. 8, CASH BOOK. 



179 



1868- 



Ct. 



35 



Mar.27 

n 

„ 30 
„ 25 
» 30 

n n 



Bro» 
ftfxn 

31 
31 
31 
27 
27 
27 
27 
27 



n n 



29 



By Black k Co. 
Smith k James 
S. Jones 
& W. Saunders 
A. 6. Smith 
J. Thompson 
P. K. Thompson 
Wages— 1 16 

1 4 
6 



Petty Cash 

Balance 

Bank 246 10 
House 26 3 11 



Portad 
to 

52 

52 
55 
54 
44 
44 
56 



45 
50 



49 



16 



16 



11 



11 



30 
50 
32 
9 
3 
3 
2 



3 

2 

272 

408 







14 



10 



5 

4 

13 






11 







5 

11 
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SET IL TRADER'S BOOKS. 



36 








Dr, 




Bills Reoeivable 


When 
Raoeived. 

Feb. 16 


Lodger 


No. 

1 




1 
Drawn' 

by. 

1 


Drawn 
upon. 


Where Payable. 


Date. 


Tenn. 


40 


A. McDonald 


Selves. 


Same 


250, Gheapside 


Feb. 16 


Imth 


» 17 


42 


2 


Smith & Elliott 


>i 


99 


L. Joint Stock Bank 


.9 13 


3 .. 


„ 18 


39 


3 


J. HobertBon 


»> 


99 


Smith, Payne & Go. 


99 15 


1 .. 


Mar. 2 


40 


4 


Thompeon & Smith 


»9 


99 


Union Bank 


Mar. 1 


3 „ 


Mar. 2 






To Balance 












» 12 


38 


5 


White& Smith 


»• 


99 


City Bank 


Mar. 11 


3mths 


» 12 


39 


6 


J. Robertson 


19 


99 


Smith, Payne & Co. 


99 99 


4 „ 


» 19 


39 


7 


da 


ft 


99 


da 


„ 18 


4 ... 


» 20 


40 


8 


Thompson & Smith 


9» 


99 


Union Bank 


„ 18 


3 „ 


n SO 


43 


9 


Parker & Smith 


99 


99 


L. & County Bank 


.. 30 


2 „ 


Mar. 30 




1 

i 


To Balance 
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CiONTBA. 



36 



Cr. 



Doa. 



3ijir.l8 
3£aj16 

Jane 4 



June 14 
July 14 
„ 21 

0116 21 

,. 2 



377,14:11 



r7,l4;i 

JJ_ 



9010 1 




I 

377 14 



I 
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SET II. TRADER'S BOOKS. 



37 














Dr. 














When Paid. 


Guh 
Book 


Caah. 


No. 


£ 


■. 


d. 


Amount 


When Ac'copted. 


March 2 




To Balance 










174 
174 


9 
9 






February 20 
» 23 
»» »» 


March 23 


34 


To Gash 


2 


84 


9 











March 2 


n V 


»f 


»» 


3 


40 








124 


9 





fi 






















>9 9> 

., 23 


., 30 




To Balance 










329 


6 


6 

1 


»> »9 


453 


14 


6 






















March 30 


1 




' 
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37 




Bnjjs Payable. 


Or. 




Lednr 


So. 

1 


Drawn by. 


Where Pnyable. 


Date. 


T«nn. 


Due. 


Amoant 


1 
1 

52 • 


1 


Smiih & James 


L.&W.Bank 


FeU 20 


2 months 


April 23 


50 


o' 


53 1 


2 


Tfaomp8Cii& Green 


»9 


»» 


1 ,9 


MArch23 


84 


9 


' 


55 


3 


S. Jones 


»t 


>9 


1 99 


99 99 


40 










, 












174 


! 
9 




'ByBftlsnce, 










174 


9 





55 


4 ! S. Jones 


»• 


March 5 


3 months 


Jane 8 


50 








»f 


'! •• 


»f 


»9 9» 


6 9. 


Augusts 


50 








1 ^ 


6 i 


G. EosaeU 


>» 


„ 23|2 „ 


May 26 


50 








»» 


7 


»» 


9f 


99 99 "4 yy 


July 26 


60 








" 1 
j 

1 

1 


8 


»t 


»9 


99 99 


6 „ 


Sept. 26' 

1 

1 


69 
453 


5 

14 


6 
6 


1 


















! 

! 


t 

1 


By Balance 

1 








1 

1 
i 

1 


329 


5 


6 
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3« Dr. 


White and Smith, 




Febiy. 
March 
March 

Maich 


11 

18 

27 

2 

2 
9 

30 


To Goods 

To do. 
do. 
do. 

To Balanoe 
GoodB 

To Goods 


1 

2 
4 

ft 

5 
10 


31 


16 





17 

19 

3 


6 
4 
2 


3 
3 

11 


39 


13 


5 


39 
63 


13 

7 


5 
7 


103 


1 





33 


2 


7 


Br. 


R. 


Walkjeb, 




Pebty. 


12 


To Goods 


1 


9 


1 


6 


Dr. 


KG 


rEIFFITHS. 




Febry. 

March 

» 

Murcli 


14 

8 
12 
23 
25 

30 


To Goods 

To Goods 
do. 
do. 
do. 

• 

To Rilance 


1 

5 
6 
9 


7 


2 


4 


4 
14 
13 

24 


3 
3 
3 
2 


9 

1 

11 

6 


55 


13 


3 


34 


16 


9 
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Islington. Or. 


38 


March 
March 


12 

2 

12 


ByCaahXSl DiBcM6/. 
By Balance 

By Bill, 3 months, June 4 


32 
36 


31 


16 





39 


13 


6 


39 


13 


6 


103 


1 





103 


1 











Hackney. Or. 
















Richmond. CJ., 


March 

March 

if 


14 

22 

27 
28 
30 


By Cash £6 18 6. Disc*- 3/10 

By Cash 
do. 
Returns 
Balance 


34 

34 

36 

J 23 

1 


7 


2 


4 


10 
10 

34 






16 

16 




6 
9 


56 


13 


3 
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»« Dr. 




J. Robertson, 




Febry. 

March 

March 
March 


12 

21 
6 

16 

29 


To Goods 

To Goods 
da 

To Goods 
To Goods 


1 

3 
6 

7 
10 


16 


10 


3 


10 
41 


16 
1 


5 

7 


51 


17 





41 


3 


10 


18 


12 


6 


Dr. 




W. Parker, 




Febry. 


16 


To Goods 
To Balance 




2 


15 


3 


2 


March i 30 

i 


15 


3 


2 


2 


3 


2 


Dr. 




J. a Cox, 




Febry. 
March 


26 
8 


To Goods 
To Goods 


4 
6 


14 


3 


9 


13 


4 


3 
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Woolwich. 


Cr. '' 


Febiy. 

March 

March 


18 
12 

19 

99 


By Bill, 1 Mo., March 18 
AUowed 

By BiU, 4 Mo-, July 14 

By Bill, 4 Mo-, July 21 
Allowed 


86 

J 21 

36 

36 
J 22 


16 


10 



3 


61 


17 





61 


17 





41 



3 



10 








Brighton. 


Or. 


March 

99 


11 

16 
21 
30 

99 


By Cash 
do. 
do. 
do. 
Balance 


34 
34 
34 
36 


4 

i 






3 







2 


15 


3 


2 


i 

1 
1 








I Southampton, 


Cr. 


March 

1 

i 


5 


By CaMh £13 9 0. Disc*- U/9 

1 


33 1 14 


3 


9 
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SET II. TRADER'S BOOKS. 



'' ^. 


A. 


M*D0NALD, 




Febry. 

Febiy. 
March 

March 


15 

26 
18 
21 

30 


To Goods 

To Goods 

BUI Ketumed 
Goods 

To Balance 


1 

3 

J 22 
8 


1 
24 


16 


7 


14 
24 
14 


3 

16 

5 


1 

9 


53 


4 


10 


33 


4 


10 


Dr. 


Thompson & Smith, 




Febry. 
March 

March 
Mar^h 

March 


19 

22 

1 

2 

6 
11 

19 


To Goods 
do. 
do. 

To Balance 

To Goods 
da 

To Goods 


2 
3 

4 

6 
6 

8 


19 
41 
13 


15 
6 
2 


2 
6 
9 


74 


4 


5 


24 


4 


b 


37 
9 


4 
14 


8 
5 


46 


19 


1 


22 


4 


3 


Dr. 




J, Davis, 




March 


22 


To Goods 


8 


21 


1 


3 
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Hampstead. 


o. '' 


Febry. 

n 

3Caich 

n 


16 

n 

25 
30 


By Bill, 1 Month, March 18 
Allowed 

By Cash 


36 
J. 21 

35 


24 


16 




7 


20 
33 



4 



10 


63 


4 


10 








Windsor. 


Cr. 


Marcn 

March 
Hai«h 


2 

16 
20 


By Bill, 3 Months, June 4 
Balance 

By Cash £24 0. Disc*- 4/6 

By Bill, 3 Months, June 21 
Allowed 


36 

34 

36 
J. 22 


50 
24 



4 



5 


74 


4 


5 


24 


4 


5 


46 


19 




1 


46 


19 


1 








Strand. 


Cr. 
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Dr. W. Clarke, 


Febiy. 
March 


19 
12 


To Goods 
To Goods 


2 
6 


13 


3 


6 


17 





10 


Dr. C. Jones, 


Febry. 
March 


26 
30 


To Goods 
To Balance 


4 


39 


4 


6 


39 


4 


6 


24 


4 


6 


Dr. A. CoTJims, 


March 


28 


To Goods 


10 


37 


9 


4 


Dr. J, WEiaHT, 


Pebry. 


28 


To Goods 


4 


8 


6 


7 
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1 Brentford. Or. *^ 


Febiy. 


20 


By Gash £12 10 0. Disc*^ 13/6 


32 


13 


3 


6 


1 






i 


Colchester. Cr. 


March 

1 n 


21 
30 


By Cash 
Balanoe 


34 


15 

! 24 



4 


1 


6 




i 39 


4 


6 










Walworth. Or. 
















\ Islington. Cr. 


H»rch 

1 


26 


By Loss 


« 


8 


6 


7 




1 
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Dr. 


Smith & Elliott, 




Febiy. 
MarcH 

March 


13 
16 

30 


To Goods 
To Goods 

To Balance 


1 
7 


23 


11 





13 


9 


5 


13 


9 


6 


12 


7 


6 


Dr. 


1 


W. Dixon, 




Febry. 
Marcn 

Maidi 


26 
13 

30 


To Goods 
do. 

To Balance 


3 

7 


4 
24 


4 
1 


8 
6 


28 


6 


2 


23 


6 


2 


Dr. 




J. Knight, 




March 


4 


ToQoodfl 


6 


16 


4 


9 


16 


4 


9 


Dr. 




J. Brown, 




March 


18 
26 


To Goods 
To Goods 


8 
9 


. 


10 


10 


7 


12 


2 
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Oxford Street 


a-. *' 


Febiy. 
Maroh 

9> 


17 

19 
30 


By Bill, 3 Months, May 16 
By Returnfl 


36 
22 


23 


11 


r 

1 12 


2 

7 



6 


13 


9 


6 








Bayswater. 


Or. 


March 

» 


28 
30 


ByCaah 
Balance 


36 


5 
23 



6 2 


28 


6 2 








Pentonville. 


Or. 

1 


Much 
» 

n 


9 
16 
23 


ByCaah 

do. 

da £5 4 0. Diac*- /9 


33 
34 
34 


6 
6 
5 




4 




9 


15 


4 


9 








Regent Street. 


Or. 


March 


23 


By Cash £9 1 0. Disc*- 9/10 


34 


9 


10 


10 









Digiti 
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SET II. TRADER'S BOOK& 



^ Dr. B. W. White, 


Maroh 
March 


6 

18 


To Goods 
ToOooda 


6 
8 


3 


19 


1 


4 


7 


10 


Dr. H. Jackson, 


91 


18 
30 


ToOooda 
To Balance 


8 


11 


10 


4 


11 


10 


4 


10 


8 


5 


Dr. R. Russell, 


March 


20 


' ToOooda 


8 


11 


14 


10 


Dr. Parkeb & SMiTHy 


Febry. 
Maroh 

99 
99 

99 


25 
14 
20 
27 

30 


ToOooda 
da 
do. 
do. 

To Balance 


3 

7 

8 

10 


6 
29 

9 
22 


3 
3 

14 
11 


4 

11 

5 

3 


67 


12 


11 


22 


12 


11 
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EensingtoiL 


Or. '' 


Mw:h 


18 


By Error 


82 


8 


19 


1 








GiBTesend. 


Or, 


Maieh 


21 
30 


ByBetana 
Baknoe 


J. 22 


1 
10 


1 
8 


11 
5 


11 


10 


4 








Stratford. 


Or. 
















Highgate. 


Or. 


Manh 

n 

9f 


30 

n 


By Gash 

Bill, 2 Montlia, June 2 
Balance 


36 
36 


26 
20 
22 






12 






11 


67 


12 


11 
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SET II. TRADER'S BOOK& 



« Dr. 


A. B. Smith, 




Febry. 


16 


To Cash 


32 


3 








11 


23 


do. 


32 


3 








March 


2 


do. 


33 


3 








9 








March 


9 


To Cash 


33 


3 








9» 


16 


da 


34 


3 








)l 


23 


da 


34 


3 








n 


30 


da 


35 


3 








21 








Marah 


30 


' To Balance 




590 


19 


6 


611 


19 


6 


D 


r. 


J. T 


'^Ok 


tPSON, 




Febry. 


16 


To Cash 


32 


3 








)i 


23 


da 


32 


3 








March 


2 


da 


33 


3 








9 








March 


9 


To Cash 


33 


3 








yt 


16 


da 


34 


3 








yy 


23 


da < ' 


34 


3 








» 


30 


da 


36 


3 








21 








March 


30 


To Balance 




289 


1 


11 


310 


1 


11 
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Or. ** 

t 


' Febry. 

1 


11 


By Cash 


32 


500 








500 








March 


30 


By Interest 


J. 23 


3 


2 


6 


n 


30 


By Profit FoUo 


60 


108 


17 





March 


30 


By Balance 




611 


19 


6 


590 


19 


6 


Cr. 


Febrjr. 


11 


By Cash 


32 


200 








200 








March 


30 


By Interest 


J. 23 


1 


6 





» 


SO 


By Profit Folio 


SO 


108 


16 


11 


March 


30 


By Balance 




310 


1 


11 


289 


1 i 11 

i 
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« Dr. 




Sundry 




Febiy. 


23 


To Bought Book,— Stationery 


18 


e 


13 


6 


Maxch 
March 


2 
2 


Petty Caah,— ^undriee 
To Balanco 


J.21 


6 


4 


6 


u 


18 





11 


18 





w 


9 


Stationery 


19 


19 


4 


6 


»> 


)9 


Cart Hire 


19 


9 


14 


11 


» 


30 


Stationery 


20 


9 


17 


11 


» 


99 


Cart Hire 


20 


13 


3 


6 


>• 


19 


Petty Caah,— Sundries 


J. 23 


9 


3 


6 


w 


» 


da Gas 


J. 23 


3 


13 


6 


76 


14 


10 


J 


»•. 




Wages & 




Tebry. 


la 


To Cash 


32 


3 


6 





yy 


23 


do. 


32 


3 


6 





March 


2 


do. 


33 


3 


6 





>9 

March 


2 
2 


J. Clerk 
ToBaUinoo 


J.21 


7 


10 





17 


5 





17 


6 





yy 


9 


Cash 


33 


3 


6 





>y 


16 


do. 


34 


3 


5 





99 


23 


do. 


34 


3 


5 





9» 


30 


do. 


34 


3 


6 





1 


99 


J. Clerk 


J. 23 


10 








40 


6 












Digiti 



zed by Google 



UKIVEBaAL ST8TEM OF BOOK-KEEPINQ. 109 

No. 10 LEDGER. Sktonp Fabt, Fbopebtt and Expense Aooouhts. 



Expenses. Cr. 


MaicH 
MarA 


2 
SO 


ByBolamoe 

By Trade Eaipvntn Folio 


49 


11 


18 





11 


18 





78 


U 


10 


76 


14 


10 








Salaries. Cr. 


March 
Marek 


2 
SO 


B7 Balance 

£y Trad$ Exptntw Foli» 


49 


17 


5 





17 


6 





40 


5 





40 


5 
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BARNES'S NEW IMPROVED 
SET 11. TRADER'S BOOKa 



'' Dr. 




Cotton. 


Febry. 
» 

w 

March 
» 

Febiy. 
March 


16 

23 

2 

9 
16 
23 
30 

SO 


To Bought Book 

do. 

do. 

Petty Cash 

To Bon^ht Book 

do. 

da 

Petty Cash 

To Total Pupchafles 
do. 

To ProJU and Lo89 FoUo 


17 

18 

18 

J. 21 

19 

19 

20 

J. 23 

SO 


219 

64 

202 

3 


2 

2 

4 

13 


8 
4 
2 
6 


479 


2 


8 


206 

24 

169 

1 


11 

17 

6 

17 



3 

7 


391 


10 


10 


479 
391 


2 
10 


8 
10 


870 
207 


13 



6 
4 


1077 


13 


10 








Dr. 




Pbehises. 


March 

n 


2 

26 

• 


To Petty Cash 
Rent, Taxes, &c 


J. 21 
22 


1 
42 


16 
14 



6 


44 


9 


6 


! 




♦ 
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Cr. *« 


Fcbry. 


15 


By^ Day Book 


1 


41 


6 


1 


w 


16 


da 


2 


20 


6 


7 


w 


19 


do. 


2 


30 


16 


8 


w 


23 


do. 


3 


72 


9 


2 


w 


19 


Retoina 


J.21 


6 


1 


3 


w 


26 


Say Book 


3 


20 


6 


5 


Mai«h 
Maieh 


2 
9 


da 
By Day Book 


4 
6 


102 


10 


8 


293 


16 


10 


97 


9 


5 


n 


99 


da 


6 


16 


6 


9 


n 


12 


da 


6 


14 


3 


1 


f9 


16 


do. 


7 


68 


5 


10 


n 


22 


da 


8 


30 


12 


1 


n 


23 


do. 


9 


26 


13 


2 


99 

Few. 


30 


do. 
ByToUdSalea 


10 


100 


14 


8 


354 


5 





293 


16 


10 


March 




da 




354 


5 





648 


1 


10 


»> 


30 


By Stock in Trade 


J. 23 


429 


12 





1077 


13 


10 










Cr. 


March 


25 


By J. Clerk 


J. 23 


1 


10 





* 


SO 


£y Trade Bxpmiet FtiKo 


49 


P 


19 


6 


44j 9 


6 
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'' Dr. 




TjINEN. 


Febry. 
March 

March 

n 
» 

n 

Febry. 
March 

II 


16 

23 

2 

16 
18 
19 
23 
30 

ft 

SO 


To Bought Book 
do. 
Petty Cash 

To Bonght Book 
Error 
Betuma 
Bought Book 

da 
Petty Cash 

To Total Porchaaes 
da 

To ProJU and Lois FoUo 


17 

18 

J. 21 

19 
j.22 
J. 22 

20 

20 
J. 23 

50 


126 
83 

1 


8 
4 

1 


5 

8 
3 

4 


160 


14 


181 

3 

1 

29 

13 

2 


13 

19 

2 

13 

3 

2 


10 
1 

7 

10 
1 


231 


14 


5 


160 
231 


14 
14 


4 
5 


392 
64 


8 
15 


9 
6 


467 


4 


3 








Dr. 


Advei 


tTISEMZNTS. 


March 

>l 

i- 


2 
30 


To Petty Cash 
da 


J. 211 
J. 23 


4 

2 

6 


3 









3 







1* 1 
1 1 
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Cr. 


47 


Febry. 


16 


By Day Book 


1 


30 


9 


9 


n 


16 


do. 


2 


6 


10 


6 


99 


19 


do. 


2 


3 


2 


11 


99 


23 


da 


3 


2 


16 


7 


W 


26 


da 


3 


1 


2 


1 


March 


2 


da 


4 


9 


3 




9 


63 


4 


Much 


9 


By Day Book 


6 


46 


16 


2 


» 


n 


da 


6 


6 


1 





99 


12 


da 


6 


9 


14 


6 


99 


16 


da 


7 


17 


9 


1 


» 


22 


da 


8 


36 


6 


6 


W 


23 


da 


9 


1 


1 


10 


99 


26 


do. 


9 


24 


2 


6 


99 

Febiy. 


30 


da 
By Total Sales 


10 


24 


7 


6 


166 


18 





63 


4 


9 


March 




do. 




166 


18 




9 


219 


2 


n 


30 


By Stock in Trade 


J. 23 


238 


1 


6 
3 


467 


4 










Cr. 




March 

1 


SO 


By Trade Expentet Fdio 


49 


6 


S 






6 


3 
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48 

Dr. Woollen. 


Febry. 
March 

March 
» 

n 
n 
n 

Febry. 
March 


16 
2 

9 
16 
21 
28 
30 

SO 


To Bought Book 
da 

To Boaght Book 

da 
RetoruB 

do. 
Petty Canh 

To Total Purchases 
da 

To Profit and Lou, Folio 


17 
18 

19 

19 
J. 22 
J. 23 
J. 23 

60 


114 
178 


6 
9 


7 
11 


292 


15 


6 


109 
169 

1 

2 


3 
13 

I 
16 

2 


6 
4 
11 
6 
8 


282 


17 


11 


292 
282 


16 
17 


6 
11 


676 
111 


13 


6 
9 


686 


16 


2 




1 


Dr. Intkkest. 


March 


2 
U 
30 


To P. E. Thompson 
Discount 
Sundries 


J. 21 

34 

J. 23 


1 

6 


6 
10 

17 



2 
6 


JL 


12 


8 


1. 1 1 1 
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1 








48 
Or. 


Felwy. 


10 


By Day Book 


1 


41 


1 


10 


>9 


16 


do. 


3 


14 


6 





n 


19 


da 


2 


16 


6 


4 


»> 


23 


da 


3 


6 


3 


7 


99 


99 


Overcharge 


J. 21 


1 


13 





99 


26 


Day Book 


3 


3 


2 


7 


March 


2 
9 


da 
Bj Day Book 


4 
6 


17 





9 


99 


12 


1 


34 


1 


1 


99 


» 


da 


6 


3 


19 


10 


99 


12 


do. 


6 


17 





10 


99 


16 


da 


7 


67 


12 


8 


99 


18 


Betarns 


J. 22 


7 


4 


3 


99 


22 


Day Book 


8 


37 


10 


11 


f» 


23 


da 


9 


10 


2 


7 


9f 


26 


da 


9 


7 


12 


2 


99 

Febty. 


30 


da 
By Total Sales 


10 


14 


4 


6 


189 


8 


10 


99 


12 


1 


Much 




da 




189 


8 


10 


289 





11 


n 


30 


By Stock in Trade 


J. 23 


397 


16 i 3 


686 


16 


2 


1 






Or. 


MonA 

1 


SO 


By Trade Egptmu, Folio 


49 


9 


12 


8 


9 


12 


8 


, 1 
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^^ Br. Discounts & 


Febry. 
March 

March 

» 
99 


16 

99 

18 

23 

2 

9 
16 
20 
23 

40 


To Cash 

A. McDonald 
J. Robertson 
Cash 
Balance 

ToCaah 
do. 

Sundries 
Cash 

To ProJU amd L088, FoUo 


32 
J. 21 
J. 21 

32 

33 

34 

J. 22 

34 

60 


5 


16 

13 
5 




7 
3 
6 
2 


6 


16 


6 




14 
8 
3 

10 


9 
3 

11 
7 


1 
18 


17 
18 


6 
11 


20 


14 


6 








2?^. Trade 


M 
91 
99 
99 


40 

99 
99 
99 

99 


To Sundry Expenses j Folio 
Wages and Salaries „ 
Jrremises ff 

Interest 9$ 


45 
4S 
46 

4^ 
48 


76 

40 

42 

6 

9 


14 
6 

19 
S 

12 


10 

6 

8 


176 


15 
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49' 

AUiOWANCFJR. Cr. 


Mkrah 
Mamh 

n 
n 
n 
n 


16 

33 

2 

2 

16 
23 

30 


By Gash 
Thcnnpaon 
Cash 

By Balance 

Cash 

da 

Boasdl 
Qu9h 


32 

J. 21 

33 

34 

34 

J. 22 

36 


2 
2 

1 


12 

3 

19 


10 
8 



6 


15 


6 


6 
8 
4 
1 


6 
13 
14 

5 
16 


2 
1 
3 

11 


20 


14 


6 








Expenses. Cr. 


Monk 


SO 


ByPrt^andLou, FoKo 


SO 


175 


16 





176 


16 
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'' Dr. 




Cash Sales. 


March 
Maroh 

99 
99 
99 


16 
23 

2 

9 

16 
23 
30 


ToOoodfl 
da 
do. 

To Goods 
da 
da 
da 


2 
3 
4 

6 

7 

9 

10 


25 
29 
31 


18 

7 
9 


10 
5 
8 


86 


15 


11 


26 
35 
24 
27 


7 

8 

13 

11 


7 

11 

8 




114 


1 


2 






1 


Dr. 


Pisrnf Cash. 


Febiy. 
March 

March 
if 

ft 


16 
23 

2 

9 
16 
23 
30 


To Cash 
da 
do 

ToOaah 
da 
do. 
da 


32 
32 
33 

33 
34 
34 
36 


4 
8 
3 




4 

11 


11 

7 
9 


16 


17 


3 


4 
8 
6 
2 


11 
18 

4 
4 


5 

6 

5 


20 


18 1 4 


1 


Dr. 


PEOPr 


r USD Loss. 


March 

19 

99 


30 

99 
99 


To Trade Ea^pemu Fdio 
Loam „ 

A. B. Smith Folio 
J. Tkompton „ 


49 
61 

U 
U 


175 
8 

108 
108 


15 
6 

17 
16 




7 


11 


401 


15 


6 


1 
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Or. 


60 


Febiy. 
Miroh 

Marah 

»9 


16 

23 

2 

9 
16 
23 
30 


By Gash 
da 
da 

By Cash 
da 
da 
do. 


32 
32 
33 

33 
34 
34 
35 


25 
29 
31 


18 
7 
9 


10 
5 
8 


86 


15 


11 


26 
35 
24 
27 


7 

8 

13 

11 


7 

11 

8 




114 


1 


2 








Or. 


Maroh 
March 


2 

30 


By Sundries 
"By Sundries 


J. 21 
J. 23 


16 


17 


3 


15 


17 


3 


20 


J8 


4 


20 


18 


4 






Cr. 


March 


30 


By Cotton Folio 
„ Linen „ 
„ WooUtn „ 
„ Digcounta „ 


46 

48 
60 


207 

64 

111 

18 



16 

« 
16 


4 

6 

9 

11 


401 


15 


6 


1 
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Dr. Losses. 


March 


26 


To J. Wright 


J. 23 


8 6 


• 




1 




Dr. Lease & Fixtures. 


Febry. 
March 


1 

23 
18 

2 


To Fixtures, Ac., ? Smith 
To Cash paid for Lease 

To Balance 


18 
32 


150 
300 

450 














450 








Dr. Stock in Trade. 


March 


30 


To Sundries 


J. 23 


L065 


8 


9 


Dr. BATiANCE. 


March 


30 


To Ledger Debtors 
Bills Receivable 
Cash 

Lease k Fixtures 
Stock in Trade 




358 

90 

272 

450 

1065 


15 

10 

13 



8 


6 

11 

9 


2237 


8 


2 
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March 


30 


By Profit and Lew Folto 


60 


8 


6 


7 








Cf. 


March 


2 


Bj Balance 




460 









450 











Or. 
















Or. 


Maroh 

w 
w 
n 


30 

n 

91 


By Ledger Oreditora 
Bills Payable 
A. B. Smith 
J. Thompson 

• 




1028 
329 
590 
289 


1 

6 
19 

1 


3 

6 

6 

11 


2237 


8 


2 







Digiti 



zed by Google 



212 



Barnes's new iifPBOVED 

SET 11. TRADER'S BOOKa 



'' Br. 


Black & Co., 




Febry. 

9% 

March 

March 
March 

March 

V 


11 

16 
2 

12 
23 

27 
30 


To Cash 

To do. £24 6 0. Diao* 1/18/6 

To Baknce 

To Cash £49 0. Diac*- 1/5/3 
To do. £88 4 0. Disc^ 2/5/3 

To Cabh 

* 


32 
32 

34 
34 

36 


60 
26 

76 



3 

3 



6 

6 


50 


5 


3 


50 


5 


3 


60 1 5 


3 


90 


9 


3 


90 


9 


3 


30 
60 

80" 



7 



11 


7 


11 








Dr. 


Smith & James, 




Febry. 
Mardi 

March 

March 


20 
2 

16 

27 
30 


To Bill, 2 months, April 23 
Cash 
Balaaoe 

To Cash £44 13 0. Disc*- 1/9/11 

To Cash 
Balance, 


37 
33 

34 

35 


60 
50 
26 

126 




8 




5 


8 


5 


46 
46 


2 
2 


11 


50 
111 

161 



19 



4 


19 


4 
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Manchester. . 


Cr. 


52 


Febiy. 
Febiy. 

March 

March 
>f 

March 
i> 

March 


11 

13 
U 
16 

2 

6 
9 

19 
23 

30 


By Goods 

By Goods 
do. 
da 

By Balance 

By Goods 
do. 

By Goods 
do. 

By Balance 


17 

17 
17 
17 

19 
19 

20 
20 


76 

76 


3 


6 


3 


6 


19 

2 

28 


19 

1 
4 


3 
4 

8 


60 


5 


3 


60 


6 


3 


86 
3 


14 
14 


6 
9 


90 


9 


3 


10 
69 


14 
13 


6 
6 


80 


7 


11 


50 


7 


11 


Cannor 


I Street. 


Cr. 




Febry. 

March 
March 

99 

March 


11 
13 
14 

2 
11 

13 
14 
16 

30 


By Goods 
do. 
do. 

By Balance 
Goods 

By Goods 
do. 
da 

Br Balance 


17 
17 
17 

19 

19 
19 
19 


91 
14 
20 

126 


16 
3 
8 


6 

11 




8 


5 


26 
19 


8 
14 


5 
6 

11 


46 


2 


31 
33 
97 


4 

2 

11 


9 
11 

8 

4 


161 


19 


111 


19 


4 
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53 Dr. 


Thompson & Green, 




Febry. 
»> 

March 
March 

March 


23 
19 
23 

2 

23 
22 
30 


To Bill, 1 month, March 23 
Returns 
Discount 

To Balance 

To Bills Receivable, 
No. 4, June 4 
7, July 21 
To Cash, £91 Disc* 2/9/0 

To Balance 


37 
J. 21 
J. 21 

J. 22 

J. 22 

34 


84 
6 
2 


9 

1 
3 



3 

8 


92 


13 


11 


69 
69 


7 


3 


7 


3 


60 
41 
93 

184 





4 









78 


17 


1 


78 


17 


1 








Dr. 




Q-. Russi 


XTi, 




March 
March 

March 


2 

16 
23 
23 

n 
n 

30 


To Balance 

To Cash 

Discount 

Bill, 2 months, May 26 
„ 4 „ July „ 
„ 6 „ Sept. „ 

To Balance 


34 
J. 22 
37 
37 
37 


230 
230 


10 

10 


6 

6 


50 
1 
50 
60 
69 

230 



5 


6 

10 






6 

6 


56 


7 


2 


55 


7 


2 
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WITIJ 


[ CREDITORa 


Wood Street. 




Cr. 53 


Febty. 

Febry. 
March 

March 

9» 

ty 

March 
Mareh 


U 
15 

25 
1 

2 
4 
9 

20 
22 

30 


By Oooda 
do. 

By Goods 
do. 

Goods 
do. 

By Goods 
do. 

By Balance 


! 

17 . 
17 

is! 

18 i 

18 

18 

20 
20 


54 
37 


17 8 
16 3 

1 


92 


13 11 


36 
33 

69 


4 6 
2 9 

7| 3 


69 
96 
18 


7 

14 
7 


3 
1 
8 


184 


9 





37 
41 

78 


13 
4 


1 




17 


1 


78 


17 


1 


Halifax. 




Cr. 


1 

; Febiy. 

1 » 

1 M^h 


11 
12 
16 

1 

2 

12 
16 


By Goods 
do. 
da 
da 

By Balance 

By Goods 
do. 


17 
17 
17 
18 

19 
19 

1 


43 

41 

14 

131 


14 

10 

2 

2 


1 
11 

6 
10 

3 


March 

March 
March 


230 


10 


6 


230 
230 


10 

10 


6 
6 


13 
41 

55 


14 

12 

" 7 


11 
3 

2 


30 


By Balance 


65 7 2 

1 1 
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'' Dr. 




Wilson & Beown, 


Febry. 
March 

ff 

March 
March 
March 

99 


16 

23 
2 
n 

2 

9 
16 

18 
30 


To Cash, XU 3 0. 

To Overcharge 
Caah 
Discount 

To Balance 

To Cash 

Do. £61 17 6. 

ToRetuma 
Balance 


Diflc* UJi 
Disc* 4/13/8 


32 

J. 21 
33 
33 

33 
34 

J. 22 


14 


17 


4 


1 
30 

1 


13 



11 




8 


33 


4 


8 


47 


7 


8 


47 


7 


8 


100 
66 



11 



2 


156 


11 


2 


7 
42 


4 
19 


3 

6 


60 


3 


9 








Dr. 




S. W. Saundees, 


March 


26 


To Cash 


35 


9 


14 


11 








Dr. 




W. Johnson, 


Febrj. 
March 


27 

23 
30 


To Cash 

To Cash 
Balance 


33 
34 


6 


13 


6 


10 
19 



2 



5 


29 


2 


6 
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Leeds, 




Cr. '' 


Febry. 
Fcbiy. 

Febiy. 
March 

March 

n 

M«vh 
n 

Uazch 


16 
22 

26 
2 

2 
6 

15 
16 

30 


ByOoods 
Bjr€k>odB 

By Goods 
• do. 

By Balance 
„ Ooods 

By Goods 
do. 

By Balance 


17 
17 

18 
18 

19 

19 
19 


14 


17 


4 


33 
33 


4 
4 


8 
8 


39 

8 


3 

4 


4 
4 

8 


47 


7 


47 
109 


7 
3 


8 
6 


156 


11 


2 


10 
39 

60 


9 
14 

3 


5 

4 

9 


42 


19 


6 


Fleet Stre6t. 




'- i 


MKich 
March 


8 
28 


By Goods 
By Goods 


19 
20 


9 


14 


11 


13 


3 


6 


Southwark Street. 




Or. 


Febry. 
Maroh 

Much 


18 

6 

28 

30 


By GooUs 

Br Ooods 
do. 

By Balance 


17 

18 
20 


6 


13 


6 


19 
9 

29 


4 6 
17 11 

2 1 5 


19 


2 


5 
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«« Dt 


. 


S. Jones, 




Febry. 

March 

^larch 
>» 

March 


23 
26 

2 

30 
30 


To BUI, 1 Month, March 23 
Cash, £13 16 0. Disc*-?/* 

To Balance 

To Bill, 3 Months June 8 
„ 5 „ AugtistS 
Cash, £32 0. Disc*- 16/11 

To Balance 


37 
33 

37 

37- 

35 


40 
14 



2 



4 

4 


64 


2 


132 


16 


11 


132 


16 


11 


50 
60 
32 






16 






11 


132 


16 


11 


64 


2 


6 


64 


2 








Dr 




F. WOODWABD, 




March 


16 


To Cash, £23 13 0. Disc*- 1/4/3 


34 


24 


17 


3 








Dr 




J. Clerk. 




Febry. 

March 

» 

March 
March 


23 
2 
i» 

9 

23 
25 
30 


To Cash 
do. 
Balance 

To Cash 

To Cash 
Rent 
Balance 


32 
33 

33 

34 
J. 23 


2 
2 
3 

7 






10 







10 





3 


10 





2 
1 
6 



10 
10 









10 
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Liverpool. 


Or. '^5 1 


Febry. 

Pebry. 
M»rch 

Uaicb 
Maidi 

n 
n 

March 


20 

28 

1 

2 

12 
14 
15 

30 


By Goods 
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57 



INDEX TO LEDGEH. 



First Part, DEBTORS. 



Brown, J. 



B. 
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Clarke, W. 41 

Collins, A 41 
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Davis, J 40 
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McDonald, A. 40 
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Parker <fe Smith 43 
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Thompson & Smith • . • . 40 
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Walker, R 38 

White, R.W. 43 

White <fe Smith 38 
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INDEX TO LEDGER. 



57 



Second and Thibd Pabts, 
PROPERTY AND EXPENSE ACCOUNTS, and CREDITORS. 



AdveitLBementB 47 
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Balance 61 

Black i;Ca 52 
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Cash Sales . . , 50 

Clerk, J 55 

Cotton 46 
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Duooants dc Allowances • • 49 
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I. 



Interest 
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Johnson, W 54 
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Lease Sc Fixtures . . . . 51 
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Losses 51 
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Profits Loss 60 
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Rent, Taxes, Ac., Payable . . 56 
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Saunders, S.W 54 
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Stock in Trade 51 
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Thompson, J 44 

Thompson, P. K 56 
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Trade Expenses 49 
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Wages & Salaries .. ..45 
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Woodward, F. 55 
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Dr. Ledger Balances, 

Constitutmg a List of the Amounts of all the 
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42 
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White <fe Smith 
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E. Griffiths 
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A. McDonald 
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C. Jones 
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March 2. Cr. ^^ 

UDflettled Ledger Aoooonts at this date. 
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CHAPTER IX. 
Model Set of Books, SET III, Manufacturer's Books. 

The model Set of Books, No. III., is arranged in a form 
adapted to a Manufacturing Business. The Sales here consist 
of one article, yiz.. Manufactured Cloth ; and the Ledger giyes 
an account, not only of the Gross Profit on the trading, and the 
Net Profit remaining after deducting the business expenses, but, 
also, of the quantities sold, the number of yards appearing in 
eyery accoimt throughout ; and, further, of the quantity and 
Talue of each description of the raw material purchased and 
used, and labour employed in the manufacture. 

In this Set, the business is taken as being the property of one 
indiyidual, whose name is not mentioned. He is represented in 
the books, as in Set I., by the two accounts headed in the 
Ledger, Capital^ and Private Account. He is supposed to 
purchase the business, with Stock and Book-debts, on the 
11th February ; all the particulars of which purchase are 
entered in the Journal, constituting the first entry in his set 
of books, and are posted thence, to the req>ectiye Dr. and Cr, 
accounts in the Ledger. The transactions extend from that 
date to the SOih March, when the Stock is taken, and the books 
Balanced. 

The Set consists of the following Books : — 

1. Day Book. 

2. Bought Book. 

3. Journal. 

4. Daily Cash Book. 

5. Banking Acoount Book. 

6. Cash Book. 

7. PBTfT Cash Book. 

8. Wages and Salabibs Book. 
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9. Bill Book. 

10. Ledgeb. 

11. Balances Book. 

Tn addition to these, there will, of course, be yariotis other 
books required for use ; such as Order Books, Packages Books, 
Delivery Books, and also the Manufacturing Books, the character 
and number of which will depend on the nature of the bufdnesSy 
and it is not necessary to take any further notice of them here. 

1. DAT BOOK, page 242. 

This book contains all the Sales. From the nature of the 
business, no separate Cash Sales Book is requisite. Any such 
sales, which wiU but seldom occur, can be entered simultaneously 
in the Day Book and Cash Book. It is arranged similarly to 
the Day Book in Set II., but with the addition of a column 
to contain the number of yards sold, the object of which is to 
gather into the Ledger the quantities sold,, together with the 
value. The sales are analysed at the end of each week, (which ts 
as frequently as is requisite in such an account as the present) 
into the two heads of '' Cloth,'' and " Packing Cases ;" the latter 
being supposed to be all returnable at same prices as charged, 
and a separate account is kept of ihem. This form is applicable 
to Tarious businesses in which Cases, Casks, Bottles, or other 
Packages are necessary for the transmission of the goods. 

It will be seen that the total amounts of the sales are posted 
into the Ledger to the Credit of the proper Chods, Accounts, in 
precisely the same manner as in the former Sets. 

2. BOUGHT BOOK, page 250. 

This is arranged as in Sbt II«, but in the present Set all 
Betums are entered here, instead of in the Journal. These 
are, from the nature of the business, more numerous than in the 
former Set; and where they occur very frequently, the most 
odiTenient place for their entry, is either the Bought Book, or 
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a ^'Returns Book" appropriated to them specially, and from 
which they can be posted to the Ledger. (See Chapter V., 
page 31.) The Returns are supposed to be entered in this 
book, from day to day, as they are received, and the Invoices 
are entered afterwards, at the close of each month. In practice, 
it will be a matter of course, that in those cases where the 
invoices are numerous, or where weekly payments are made, 
the Bought Book will require to be made up weekly, instead 
of monthly ; but there are many businesses of considerable 
magnitude, in which once a month will be found amply 
sufficient. 

At the foot of each month's entries is made an analysed 
recapitulation of all. the amoimts that have been entered, for 
the purpose of carrying the proper sums to the Debit of the 
different Property and Expense accounts. Each amount in 
this statement should have prefixed to it the name of the 
proper Ledger account to which it is to be debited ; and the 
analysis is rendered easy, by the insertion of the name of the 
acoountf at the same time with each of the amounts, in the first 
entries from the invoices. It will be observed, that the invoices 
are entered in this book, by stating in one line, the date, the 
name of creditor, the name of the Ledger account to which the 
amount is to be debited, and, finally, in the Cash column, 
the amount ; and where an invoice contains particulars which 
pass to the debit of more than one Ledger account, they are 
distinguished by entering the respective amoimts short, in 
separate lines, by which' ei^pedient they will be seen distinctly, 
and can be taken out with facility, when the analysis is made 
out. 

a JOURNAL, page 262. 

The Journal is in the same form as in Set II., to which refer. 

The second entry in it h necessary, because the full amount 
of th,e Book Debts take^ over must be entered in, the X^gei*, 
as f^X' ^% in the Balances. Book; a;^d as the amount of the 
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abatement is deducted in the previoas entry, and the Capital, 
per contra, includes the reduced sum only, an additional entry 
on the Or. side is requisite to preserve the equilibrium of the 
two sides. It will be seen that the £jp 18s, 9d. here placed to 
the credit of Discounts Account, will form a set off, in the 
calculation of Profit and Loss for the year following, against 
such allowances and losses as may actually take place. 

The " Glasgow Agency^* Account is credited, as well as debited, 
with the sums paid for Expenses, because the agent is allowed 
to take credit for the amount of them, in addition to his re- 
mittances. He receives the goods at cost price, and keeps 
his own accounts, furnishing to the employer, periodically, 
a copy or abstract of same. Refer to Chapter X., No. VIII. 

The entries at the close of the Journal, consisting of the 
amoimts of Stock on hand at stock-taking, are entered in the 
form of a Memo, only. It is convenient to enter them in the 
Journal, from which they can be easily posted Into the Ledger ; 
and an entry on one page is sufficient, as each of the items 
is both debited and credited to the same account. They are 
taken into account for the purpose of ascertaining the net 
quantities and values of raw material used, and manufactured 
goods made and sold, and the profit accruing on the sales, 
daring the period over which the accounts extend ; and each 
of them is brought down, as a Balance to be carried forward, 
on the Dr. side of the same account to which it has previously 
been credited* 

4. DAILY CASH BOOK, page 258. 

Similar to that in Set IL, but all the ''Petty Cash'' dis- 
bursemeiiits are taken out of it, the Petty Cash being kept 
separately. 

5. BANKING ACCOUNT BOOK, page 264. 
Kept the same as in Set II. See Chapter YIII., page 122. 
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6. CASH BOOK, page 268. 

This book is constructed on the same principle and in the 
same form as in Set II. See Chapter VIII., page 124. The 
Cash Book is given with the present Set, on the supposition 
that the two preceding books will be kept, for convenience, 
in a more or less rough form, and that a Fair-copy Cash Book 
will be required. When the sales are very numerous, and 
a separate ''Cash Receipt Book" is kept, the Cash Book is 
indispensable ; but it is obvious that in actual practice, 
when the entries bear the same or similar proportions to 
those in the present model Set, this book may, if desired, 
be altogether dispensed with, and the postings into the 
Ledger made direct from the Daili/ Cash Book and the 
Banking Account Book. It will only be requisite, previous 
to posting them into the Ledger, to compare the two books 
together, and write off in each, with a reference to the 
other, those entries which appear on the Dr, side in one, 
and on the Cr. side in the other of them, as payments made 
from one to the other, and of which no further account 
need be taken. 

7. PETTY CASH BOOK, page 276. 

This book will be kept by a clerk, whose duty it is to make 
such disbursements as are required, receiving, from time to 
time, a cheque for the purpose, and keeping an independent 
account. The amount paid away will be entered in the Journal 
every month in an analysed form, in the same manner as in 
Set II., leaving a balance at the debit of the Petty Cash 
Account in the Ledger, which will correspond with the amount 
of money remaining on hand, as shown in this book. 

8. WAGES AND SALARIES BOOK, page 278. 

It will be seen that the Wages and Salaries paid away are 
carried to the debit of five different accounts in the Ledger; and 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OP BOOK-KEEPING. 235 

this is done because they include five separate heads of expense, 
Tiz., 1. Weaving, 2. Dyeing, 3. The Engine, 4. Cartage, and, 
5. The Office and Warehouse Salaries. The first three of these 
form part of the cost of the Manufacture, each process being 
kept distinct, and the fourth and fifth constitute separate 
portions of the Trade Expenses. By separating the accounts 
in the Wages Book, it becomes easy to enter the respectiye 
amounts, separately, in the Cash Book, and to post them all 
thence to their several places in the Ledger ; and the men's 
names being written in the left-hand margin, the same two 
pages in which they appear will serve for several weeks without 
transcribing them. Ease and clearness are thus obtained 
simultaneously. A page should be reserved in the wages book, 
in which the total wages paid every week may be collected from 
the other jMirts of the book and seen in one sum. 

Note. — ^The above given divisions are intended to stand on as 
many separate pages, and are figured here as consecutive pages. 

The Wages Time Book, or Time Sheet, in which the hours of 
the mesi^B attendance are set down from day to day, is of course 
preliminary to this book. 

9. BILL BOOK, page 282. 

The Bill Book is given here in the form commonly used, and 
consists of a Register of all the Bills that are given or received, 
in which they are entered at the time, and from which they are 
transferred to the Ledger. A comparison of this form with the 
method given in Set IL, in which the Bills Receivable and 
Payable Accounts are taken out of the Ledger altogether, will 
show what advantges are possessed by each of them. The 
former Bill Book has the merit of shortness and simplicity ; 
the present may be preferred by some ; but the negligent and 
slovenly practice of omitting a systematic account of the Bills 
from the books altogether, should never be permitted. Due and 
punctual attention to the Bills, both Beceivable and Payable, is 
of the greatest importance, 'and no trader should be without the 
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proper accounts, showing constantly all Bills on the one side, 
and money, per contra, on the other side, and the Balances of 
which will always give the collective amount of the Bills that 
are current. In the present Set, every Bill is carried into the 
Bills Accounts in the Ledger in a separate line. The Bills are 
sometimes added up, and the total amoimt transferred to the 
Ledger once a month, in one sum ; but this saves very little 
trouble, as it renders necessary more frequent references to the 
Bill Book. The Ledger account should contain the number, 
due date, and amount of each Bill ; and the two sides of the 
account can be check-marked simultaneously, as directed in 
reference to the Bill Book, Set II, marking ofi^ all of them, at 
the same time with the Cash per Contra, when they have been 
settled. 

It will be observed, that every Bill is posted into the Ledger 
in two places. This is a matter of course, as the Bill Book in 
its present form is a Register only, and not an Account^ as in 
the former Set. The Bills Receivable are posted to the credit of 
the persons from whom received, and to the debit of the Bills 
Receivable Account; and the Bills Payable to the debit of the 
person to whom given, and to the credit of the Bills Payable 
Account. Cash received and paid for Bills is posted to the 
opposite sides of the same accounts ; so that their balances always 
show the total amounts of Bills Beceivable on hand and of Bills 
Payable imder acceptance and outstanding. 

10. LEDOEE, page 284. 

Part L, constituting the Accounts with Debtors, and 
Part III., the Accounts with Creditors, are similar to those 
in Set IT., and require no remark. 

Part II. — Property and Expense Accounts. The Capital 
Account represents the proprietor of the business, as in Set I. 
The Private Account represents the amount drawn out by him, 
for personal use, in the same manner ; and the Balance Account 
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shows tlie Assets and Liabilities of the business at Stock- 
taking, as in Set II. 

No separate account is given of 8U)ek in Trade ; the various 
items of which the Stock is composed, being all posted, from the 
Journal, to the credit of their several accounts in the Ledger, 
and brought down again, as balances, on the Dr. side of the 
same accounts. The Stock will, therefore, appear in the Balance 
Account in a divided form, and will consist of the sum of these 
separate balances. 

The various Property and Expense Accounts may be classed 
under three heads : — 1. General business expenses, which are 
all closed, when the Ledger is balanced, by transferring their 
net amoimts to the Trade Expemes Account. 2. The various , 
manufacturing accounts, consisting of raw material purchased, 
wages paid, and expenses incurred for the different processes 
of the manufacture ; and which are closed by transference to 
one account, opened for the purpose of receiving the totals of 
all of them, called the Manufacturing Account. 3. The general 
property and profit accoimts. 

The Packing Cases have a separate account to themselves, in 
which the amount of gain or loss on them appears, and they 
are thus kept entirely distinct from the manufactured goods. 

The Olasgow Agency^ in like manner, has an account of its 
own, which is debited with all goods forwarded and expenses 
incurred, the goods being charged at cost price. The Cash 
remitted is credited, and credit being also given at stock-taking, 
for the amounts of Stock and Cash in hand and Book debts 
owing, as per account furnished by the Agent, the balance will 
show the amoimt of profit realized. (For further details in 
reference to Agency Accounts, see Chapter X., No. YIII.) 

Two separate accounts are opened for each of those descrip- 
tions of property the maintenance of which involves a regular 
expense ; the first being debited with the cost of the property 
itself, and showing its value« while the second is debited with 
the expenses of keeping it up. Thus, Manufacturing Premises^ 
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Purchase Account shows the value of the business premises, 
and Premises Maintenance Account their annual charge in Rent, 
Taxes, and Repairs. Horses and Carts Account shows the value 
of thi)se belonging to the firm, while all expenses and charges 
are debited to Cartage; and the Plant, 8fc.y Account shows 
the value, while Steam Power and Machinery is debited with all 
expenses of maintaining, working, renewing, and keeping up 
the machinery used. 

The various manufacturing accounts are so arranged as to 
show the exact and entire cost of the manufietcture, in raw 
material and wages. By opening a separate account for each 
item of the cost of the Cloth, the Manufacturing Account is made 
to show, when the Ledger is balanced, the totals of each of 
these on one side, while on the other side it is credited with the 
number of yards of cloth that have been made, which will be 
obtained from the Factory books. 

The balance of this account thus shows the entire quantity 
made, and cost of making, and can be carried, in one line, to the 
debit of the Trading Account, 

A separate Cloth Sales Account is opened, distinct trom the 
Trading Account, for the advantage it gives of greater ease 
and perspicuity. Its balance, similarly to that of the Manu- 
facturing Account, can be carried in one line to the credit 
of the Trading Account, and this latter is thus rendered both 
simple in construction and clear. The difference between the 
two sides of the Trading Account, will be the amount of Chross 
Profit on the Sales of Cloth; while, since the quantities are 
given, as well as the values, it will also show if any deficiency 
exists in the Stock. The number of yards in the present Stock 
in hand, ought, when added to the number that have been sold, 
to correspond exactly with the number of yards made, added 
to the previous Stock on hand. Any difference, by which the 
present Stock may be found to fall short, will require to be 
entered in this account as No. of yards deficient, in order to 
complete the balance of the quantities. 
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The process of Balancing the Ledger will be as follows. All 
the books having been completely posted up, and the Stock taken, 
and entered in the Stock Book, the amounts of its several heads 
will be transferred to the Journal. These will then be posted 
into the Ledger, each being credited to its proper account, 
and brought Sown again, on the Dr, side, as balance in hand. 

The various Manufacturing Accounts can then be closed, and 
their totals, which will be the net quantities that have been 
used, transferred to the debit of the Manufacturing Account. 
Coal is balanced by transferring its amount to Steam Power. 
The totals of the Manufacturing Account and Chth Sales are 
then transferred, as above explained, to the Trading Account^ 
and the difference between the two sides of the Trading Account, 
being the Gross Profit on Sales, is to be transferred to the 
credit of Profit and Lom. The Glasgow Agency, and Packing 
Case Accounts are also to be closed^ and their balances trans- 
ferred to Profit and Loss. 

The Expense Accounts will then all be balanced off and closed, 
by transferring their totals to the debit of Trade Hxpenses, 
which also will next be closed by transferring its total, in one 
Une, to the debit of Profit and Loss. Losses Account, and 
Discounts Account, are also to be balanced, and their amounts 
carried to Profit and Loss. The balance of Profit and Loss 
will then show the Net Profit, and the whole of the Profit 
and Expense Accounts being now closed, and no balances being 
left standing, except those which represent, on the J>r. side, 
Assets, in the form of book debts and property ; and on the 
Cr. side. Liabilities, in the form of money owing by the 
business, the balance of the books is to be completed by making 
up the Capital and Balance Accounts. The net profit is to be 
transferred firom Profit and Loss to the credit of Capital, and 
the balance of Private Account ia to be placed to the debit of 
the same. Its balance will then show the present Capital in 
the business, and, if the book-keeping is correct, it will corre- 
spond exactly with the difference between the two sides of the 
Balance Account. 
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In balancing the Ledger, the entries which are trans/erred 
from one folio in the Ledger to another, for the purpose of 
dosing the accounts, are distinguished from those which are 
posted from the subsidiary books by being printed in Italics, 
same as in Sets I. and II. 

11. BALANCES BOOK, page 332. 

This is used precisely as in Set IL, and requires no Airther 
explanations. 

It may be remarked, that sometimes, on the occurrence of a 
trifling inaccuracy in the balancing, it may be expedient to 
write off the error by debiting or crediting the amount of it 
to the Discounts 8fc., Account, as an JSrror in Posting. Such a 
proceeding is, of course, incorrect, and is not to be recom- 
mended, but in ordinary businesses it is frequently necessary 
to study the greatest economy of the book-keeper's time. 

It will be noted also, that the Trial Balance furnishes the 
most complete information as to the position of the business, 
showing at all times all the sales, purchases, and expenses ; and 
with a Ledger constructed on the principles illustrated in the 
foregoing examples, the proprietor of every business can, at 
any time, in a few minutes, obtain the most perfect and 
accurate information as to his affairs, by merely taking account 
of these balances ; that is, by noting down on a sheet of paper 
the sums which have* been posted, and balances standing, at the 
debit and credit of the various accounts in Part II. of the 
Ledger. The single exception to the completeness of the 
account of gross and net profit, which may thus be made out, 
every week, will be the existence of any increase or diminution 
in the value of the Stock. This, however, can very easily be 
calculated. It is only necessary to compare the amount of the 
Sales with that of the Purchases, and as the average gross profit 
per cent, upon the Sales is usually a known quantity, any 
alteration in the value of the Stock from that appearing in 
the Ledger, can always be estimated with sufficient approximate 
accuracy. , 
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MODEL SET OF BOOKS. 



SET in. MAmrFAOTUBER'S BOOKS. 



THX irOLLOWIKO BOOKS. 


. AND OF WHICH SXPLAKATIOXIB 
HAVB BUN OIVBll AT 


1. Day Book . . page 


242 






page 


231 


2. Bought Book . . „ 


250 






99 


99 


3. JOUBNAL . . . ,, 


252 






>» 


232 


4. Daily Cash Book . „ 


258 






• 

19 


233 


6. Banking Account Book „ 


264 






» 


99 


6. Cash Book . „ 


268 






• »> 


234 


7. Petty Cash Book . „ 


276 






• »> 


99 


8. Wages & Salaries Book ,, 


278 






9» 


99 


9. Bill Book . . „ 


282 






• 99 


235. 


10. Ledger . . . „ 


284 




* >l 


236 


11. Balancbs Book . „ 


332 






• f> 


240 



B 
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SET III. MANUFACTURER'S BOOKS. No. 1, DAY BOOK. 



Sundry Persons Dr. for 
Goods Sold. 



35 



February 12. 
W. Clarke, Knightsbridge, 
Cloth 
do. (Total, 200 J) 



ycurda 
101 



@ 
36 



99i 3/0 



33 



33 



34 



37 



46 
44 



Cloth 
Packing Case 



15 
C. Jon^, Colchester, 
Cloth 

Do. (Total, 179i) 
Packing Case 



16 
T. Ford, Reigate, 
Cloth 
Packing Case 



Cloth 164 2 2 

Packing Cases 1 14 6 

165 16 8 



89f 

96 

\02\ 



101} 



86i 
93 



99i 



868£ 



4/0 
4/3 
3/6 



4/6 



3/6 
3/9 



4/0 



17 
14 



17 
20 
17 



22 



19 
8 

1710 
10 6 



15 
17 



19 



165 



32 



16 



56 



9 
23 



10 
9' 
0| 32 



20 



19 



15 



17 



3 



165 16' 8 
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SET III. MANUFACTURER'S BOOKS. No. 1, DAY BOOK. 



2 


February 18. 
R. Walker, Biighton, 




; 






1 


! 


34 


Cloth 


104 


3/0 


15 


12 


O'l 








do. 


93i 


3/6 


16 


7 


3; 








do. (Total, 298J) 


101 


4/0 


20 


4 







1 




Packing Case 








10 


6 


52 


13| 9 


19 








OlaHgow Agency, 


















50 


Cloth 


101 


3/0 


15 


3 










do. 


84^ 


3/6 


16 


10 9 










do. 


113| 


4/0 


22 


13 













do. 


lOSf 


4/6 


24 


9 


4 










da (Total, 616i) 


99 


4/9 


23 


10 


3 










Packing Cases 








17 


6 


103 


3 


10 


19 


35 


8. Reynolds, Islington, 




















Cloth 


100} 


3/3 


16 


7 


6 


16 


7 


6 


20 




Walker & Jones, Uxbridge, 


















37 


Cloth 


99 


4/0 


19 


16 













do. (Total, 203i) 


104^ 


4)6 


23 


9 


1 










Packing Case 








7 





43 


12 


1 


21 




H. Jackson, Portsmouth, 


















33 


Cloth 98 
do. 104i 
do. 112 
do. 99J 






















413} 


3/0 


62 


1 


3 










Packing Cases 








14 





62 


16 


3 


22 




Tates & Johnson, Manchester, 


















32 


Cloth 120 
do. 104 
do. 93 






















317 


3/6 


66 


9 


6 










da 


121 


4/6 


27 


4 


6 










da (Total, 536) 
Packing Gases 


98 


4/9 


23 


6 

17 


6 
6 


106 


17 







2068f 




386 


9 


4 


385 


9 


4 
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SET III. MANUFACTURER'S BOOKS. No. 1, DAY BOOK. 



3 
32 



46 
44 



50 



88 



82 



February 23. 
A. M'Donald, Leicester, 
Cloth 



20683 




385 


9 


1 

4 


385 


9 


121 


4/3 


25 


14 


3| 


ntr 


t f\ 
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SET m. MANUFACTTJllEtt'S BOOKS. No. 1, DAY BOOK. 



35 



34 



46 
44 



32 



50 



March 1. 
J. Robertson, Woolwich, 
Cloth 
do. (Total, 207i) 
Packing Case 



L. Taylor, 
Cloth 
do. 
do. 



Packing Case 



Winchester, 
lOOJ 106 = 
99i 104i = 
(Total, 513J) 



Cloth 406 1 6 

Packing Cases 3 6 6 



409 7 11 



March 4. 



1424 

99 
lOBi 



206i 

204 

103i 



2145i 



J. Brown, Southampton, 
Cloth 
Packing Case 



Glasgow Agency, 

Cloth, 103 lOOJ = 
do. 99 89} 101 = 
do. (Total 603) 

Packing Cases 



37 



W. Mason, Islington, 
Cloth 
do. (Total, 2131) 



lOli 



203i 
289i 
109J 



99i 
114 



918 



3/ 
3/6 



3/6 

V 
4/6 



V 



3/6 
4/6 



3/ 
3/9 



274 

14 
18 



36 
40 
23 



409 



711 



20 



274 



34 



101 



409 



6' 



36 12 3 
57 19| 



24 13 



14 
21 



176 



3.' 4' 



10 



7;ii 



119 



36 6 



7J 176 j ll 7 
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SET III. MANUFACTURER'S BOOKS. No. 1, DAY BOOK. 



5 
34 

32 



46 
44 



35 



50 



36 



March 7. 
C. Jones, Colchester, 

Cloth 99i 99f = 

do. (Total, 312}) 

Packing Case 



9 
Yates & Johnson, 

Cloth 99* 104^ 101 = 
do. 104 99ilOU = 
(Total, 609}) 
Packing Caaes 



Cloth 341 16 11 

Packing Cases 2 13 



918 

199 
113i 



305i 
304i 



344 9 11 



March 11. 



J. H. Williams, Croydon, 
Cloth 101 103i== 
do. (Total, 317i) 

Packing Caj<e 



12 
Glasgow Agency, 

Cloth 98* 114} 112} = 
do. 101* 106 = 

do. 

do. (Total, 740*) 

Packing Cases 



13 
G. Harris, Exeter, 

Cloth 104 109*: 
Packing Case 



1840 



204J 
113 



326 

207* 

98 

109 



213* 



1271* 



3/6 
4/6 



4/ 



4/ 
4/6 



3/ 
3/6 

4/9 



3/9 



176 

34 
25 



46 
60 



1: 7; 176 



344 



40 
25 



48 
36 

19 
25 

1 



89 



239 



161 6' 

9| 7 



15 9 

18 



60 



911 



107 



10! 6 



18 
6 
12 
17i 9 

4 6 



19! 8 

7. 

2. 2 



344 



13 



14 



11 



66 



17 



131 18 



40 



239; 2 
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IIL MAmJFACTURER'S BOOKS. No. 1, DA.Y BOOK. 



I 6 

I 

■ 32 

I 

I 

I 

i 

131 

I 
I 

I 

I 

31 



46 
44 



50 



32 



March 14. 
A. McDonald 
aoth 
do. . 

do. (Total, 307i) 

Packing Case 



15 
J. Gibson, Cheap8ide, 

Cloth 99J 104 = 

do. (Total, 316A) 



16 
Smith & Elliott, Oxford St 



Cloth 
do. 
do. 
do. 
do. 
Packing Cases 



114 109i = 



(Total, 636i) 



Cloth 
Packing Cases 



474 2 
3 17 



477 19 9 



March 18. 



Glasgow Agency 

Cloth 104 99 J 110 = 
do. lOH 108 119 = 
do 91 94| = 

Packing Cases (Total 827^) 



127U 

89 
104^ 
114 



203i 
112* 



223i 

99 

89f 
116^ 
108 



2531J 



313i 
328i 
1851 



19 
Tates k Johnson 
Cloth 

do. (Total, 21 2i) 

Packing Case 



3/ 
3/6 



4/6 



3/ 
3/6 

3/9 

4/ 

4/9 



4/6 
4/9 



1044 3/6 
108 ,4/6 



1040 



239 

13 
18 



22il6 
:10 



40 u; 

25 7 4 



33 
17 
16 
23 
25 
1 



477 19 



16 6 

6 

13 



239 



54 



66 



117 



477 



62 13 
73 18' 

44' 2: 
8 



18 
24 



9 


0' 

^1 

225 I 0| 4J 



11 

ol 

3| 
4l 
0,182 

J 



42 



225 



19 



17 



2 



19 9 

I 



1 7 



OJ 4 
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SET III. MANUFACTURER'S BOOKS. No. 1, DAY BOOK. 



7 
36 



32 



35 



37 



46 
44 



34 



March 20. 
E. Griffiths, Stratford, 

Cloth 101 108 = 
do. 

do. (Total, 41 4J) 
Packing Case 



21 
J. Brown, Southampton, 
Cloth 
do. 

do. (Total, 309) 

Packing Case 



22 
S. Reynolds, 

Cloth 94 113i = 
da 106i 99 = 
do. (Total, 510) 

Packing Case 



23 
J. Davis, Strand, 

Cloth lOOi 104 
Packing Case 



Cloth 491 12 6 

Packing Cases 3 17 



495 9 6 



'March 25. 



R. Walker, 

Cloth 

do. 

do. 

do. 



P&cking Case 



(Total, 392i) 



1040 

209 
99J 
106 



104 

91 

114 



207i 

205| 

97 



2044 



2478J 



101 
1044 

89 

98^ 



3/6 

3/9 

4/0 



3/9 
4/3 
4/6 



3/0 

3/6 
4/0 



4/0 



3/9 
4/0 
4/6 
4/9 



392|| 



225 

36 
13 
21 



19 
19 
25 



31 
36 
19 



4 

' i 

11 6 

14 1 

4 

7 



10 
6, 9 



225 



76 



40 18 

7 



495 



18 
20 
20 
23 



65 



87 



41 



9|6 



495 



4 



16 



7 4 



83 1711 



83 



83 17 



17 



11 



11 
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SET III. MANUFACTURER'S BOOKa No. 1, DAY BOOK. 



8 
50 



MaTch 26. 
Glasgow Agency, 

Cloth 96 98i 104 : 

do. 98 113 1064 = 

do. 91| 110 = 

Packing Cases (Total, 81 7i) 



31 



27 
Jones <fe Wilson, Holborn, 

Cloth 101 103 = 

do. 
Packing Case (Total, 303i) 



33 



28 

J. C. Cox, 
Cloth 
do. 
Packing Case 



33 



37 



46 
44 



(Total, 217i) 



29 
Thompson & Smith 

Cloth 98 99| 101 113 
Packing Case 



30 
T.Ford, 

Cloth 99i 100| 104 105 = 

do. 97 108i = 

da ^ 

Packing Cases (Total, 727}) 



Cloth 622 6 4 

Packing Cases 4 14 6 



526 19 10 



392J 

298J 
317i 
201} 



204 
99J 



114i 
103 



2/9 
3/6 
4/0 



3/6 

4/9 



3/6 
4/0 



411} 4/0 



409} 
205i 
113 



2870} 



30 
3/6 

4/0 



8317 


ll' 


831711 


4l' 


10 




i 


5510 


4 






1 


4o; 7 











1 8 

1 




1 


138 


6 


2 


36 U 


1 

1 










2311 


5 










10 


6 

1 

1 


69 


16 


11 


19 


19 


10 








2012| 


0, 










7 





40 


18 


10 














82 


7 


o' 










U 





83 


1 





61 


7 


9 








3619 


3 








22,12 











1 


1 




1 


121 








52619 

1 


^«, 


626,19 


10 


1 
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SET III. MANUFACTURER'S BOOKS. No. 2, BOUGHT BOOK. 



35 
34 

34 

» 

51 

» 

51 



53 
52 
53 
52 
53 



46 

41 
41 
41 
44 
50 
42 
38 



Sundry Persons Cr. by Goods Bought. 



18 
23 
25 

19 

27 

U 
18 

20 
28 

24 

28 
28 
28 



February, 1868. 
W. Clarke, Packing Case 



C. Jones, 

R. Walker, 
do. 

Black k Co., 
do. 

Smith k James, 
do. 
do. 
do. 

Wilson k Brown, 

F. Woodward, 

T. HaU, 

J. Smith, 



do. 

do. 
Cloth,101yds.@4/ 

Cotton 
do. . 

Dye Stuffs 
do. 
do. 
do. 

Worsted 

Packing Cases 

Coal 

Horse Keep 



28 Pickford&Co.,Carriage,Glasgow Agency 



Cloth, 101 yds. 

Worsted 

Cotton 

Dye Stuffs 

Packing Cases 

Glasgow Agency, Carriage 

Coal 

Cartage Ace'- Horse Keep 



20 

224 

437 

61 

10 

7 

9 

4 

1776 



343 
94 

19 

24 

3 

14 

224 

9 

9 

4 

7 



776 



7 

7 

10 
4 

1 
2 

2 

1 
12 
18 

15 

14 

12 

2 

16 






6 



6 
9 

6 
1 
9 




6 



11 

3 
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SET III. MANUFACTURER'S BOOKS. No. 2, BOUGHT BOOK. 



10 

33 

34 

50 

51 

53 

» 

51 

99 

52 



52 
52 



53 
53 
52 

41 
41 
41 
42 
44 
60 
39 
38 
44 
44 
42 



4 

18 

23 

7 
13 

11 
27 

4 
18 
26 

30 



30 

16 
23 
25 
29 

30 

30 

30 



March, 1868. 
H. JacksoD, Packing Cases 



L. Taylor, 

Glasgow Agency, 

Black & Co., 
do. 

Wilson & Brown, 
do* 

Smith k James, 
do. 
do. 

S. W. Saunders 
Eepairing Premises 
New Buildings 



do. 

do. 

Cotton 
do. 

Worsted 

Dye Stuffs 
do. 
do. 



31 
160 



3 6 




F. Woodward, Packing Cases 

W. Johnson, Implements 

New Macbineiy 
Implements 
do. 

Pickford & Co.,CarTiage,Glasgow Agency 

T. Hall, Coal 

J. Smith, Hay & Com, Horse Keep 



Worsted 

Cotton 

Dye Stuffs 

Coal 

Packing Cases 

Glasgow Agency, Carriage 

Cartage, for Horse Keep 

Premises, Repairing 

„ New Buildings 

Plant, &c., for New Machinery 
Steam Power Ac, for Imple- 
ments replaced 



475 

376 

482 

10 

19 

4 

18 

31 

160 

60 

17 



1653 19 



229 
146 

464 
10 

124 

312 

46 



191 
12 

3 
60 

2 
11 

4 

10 

18 



;1653 19 



4 

17 

11 

17 
3 

2 
19 

3 

1 



3 
14 

12 


10 
4 

3 

2 

3 



6 

6 



6 
4 

10 


10 
6 
9 



6 

10 

9 


6 

4 

6 

10 
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11 


Dr. Sundry Persona. 






February 11. 










Sundries, 










Consisting of the Stock of Goods and Raw Material, 










together with Lease, Plant, & Goodwill of Business ; 










purchased this day, and estimated as follows, viz. : — 








47 


Manufactured Cloth, 6521 yards, as per Stock Book 
Raw Material, viz. : — 


1310 ' 

1 





41 


Worsted „ „ „ „ 


605 ' 





99 


Cotton „ „ „ „ 


329 ' 





99 


Dye Stuffs „ „ „ „ 


934 








4^ 


Plant, Machinery, Implements k Utensils 


4150 








45 


Horses, Cart & Harness 


80 








44 


Packing Cases 


30 


0| 


99 


Lease of Manufacturing Premises 


3000 


Oi 


45 


Fixtures and Fittings therein 


150 







Ledger Debtors, 










As per List in Balances Book, 457 18 9 










Less Abatement of 10 per cent 46 18 9 


412 








Total, being the Sum paid for 




Purchase of the Business £11000 








17 


Add Balance of Cash in hand at the L. & W. Bank 


400 





^ 


Feby. 11. 




Ledger Debtors, 










Add the Abatement above named of 


45 


18 


9 


March 1. 


36 


W. Dixon, Bayswater, 










Worsted Yams sold to him 


3 


12 6! 


March 2. 




I 




Sundries, 






1 


sa 


Sundiy Expenses 


6 


5 3| 


•9 


Premises Maintenance 


2 


1 


6 


41 


Dye Stuffs 


1 


1 


6 


March 2. 




Glasgow Agency, 








50 


For Sundry Expenses at Glasgow, as per Contra 


13 

1 


2 


G 






11471 


"2!^ 






. 




ri 
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Per Contra. 



Cr. 



47 



45 

41 
40 



50 



Oapital 



February 11. 



lUOO 



11 







Feby. 11. 
Discounts & Allowances 
By Abatement, as per Contra, taken as Estimated 
Loss in realising 



Worsted 



March 1. 



Mai'cli2. 
Petty Casb, 
As per Petty Gash Book, FoL 23 



March 2. 
Glasgow Agency, 
Allowances to the Agent as follows, viz. : — 
Expenses paid by him 
1 Month's Salaiy 
Commission of 1^ % on Cash remitted, £37 14 6 



45 
3 



18 
12 



4 3 

8 10 



11471 2 
T 
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12 
36 

36 

39 

31 

38 
38 

47 

38 
39 
44 

50 

46 
40 


March 11. 
W. Dixon, Bayswater, 
Worsted Yams sold to him 


1 

6 

43 

38 

107 
16 

39 

14 
2 

18 

11 

5 


15 

15 



18 

4 
3 

1 

12 
10 
10 

17 

3 











6 
6 

6 

1 
8 




6 



18 
W. Dixon, Bayswater, 

Worsted Yams sold to him 


21 
Cartage, 

Cost of exchanging Horse for new one 


23 
R W.White, 

For his Acceptance, No. 2, Returned unpaid 


26 

Sundries, 
Premises 
Gas 


28 
Losses 


30 
Sundries, 

Sundt; Expenses 

Cartage Account Com for Horse-keep 

Packing Cases 


30 
Glasgow Agency, 

For Sundry Expenses at Glasgov, as per 
Contra 


30 
Sundries, 

Manufacturing Account for Gas in Factory 
Trade Expenses for used in Counting House 




304 


10 


9 
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12 
41 

41 

45 

49 

53 

31 
40 

50 
38 


Match 11. 
Worsted 


1 

6 

43 

38 

25 
29 
37 
15 
16 

39 
17 

7 
8 

2 
16 


16 

15 



18 



14 

10 



3 

1 
12 

12 
10 

14 
3 








6 


6 

6 
9 

6 


6 
6 


18 
Worsted 


21 
Horse & Cart Account 


23 
£ill8 Beceivable 


25 
Rents, Ac., Payable, due this day — 
Ground Bent 
Bates 
Taxes 

Gas 


28 
R. W. White, 
Is insolvent, and the balance owing by bini 
a total loss 


30 
Petty Cash, 

As per Petty Cash Book, FoL 33 


30 
Glasgow Agency, 

Allowances to the Agent as follows, viz.— 
Expenses paid by him 
1 Month's Salary 

Commission of 1^ % *>*' Cash remitted, 
je217 i 7 


30 
Gas 




304 


10 


9 
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13 
38 



45 



46 



47 

41 
41 
41 
44 
39 
50 



March 30. 
Premises Maintenance Account 
Depreciation in value of Buildings, 

New constructions having cost . 160 
And which may be taken as raising 
the previous value to the extent 
of say 100^ 



30 
Discounts and Allowances Account 

Estimated Loss in realising Ledger Book 
Debts, in discounts, allowances, <ka &c. 



March 30. 
Memo, from Manufacturing Books, 

Cloth made, from Febry 11 to March 30, 
19,967 yards 



March 30. 
Memo, from Stock Book, 

Being the amount of Stock in Trade and 

Raw Mateiial on hand, this date, 
Manufactured Cloth — 

11,666 yds., £1,666 

Raw material, viz. : — 

Worsted 619 

Cotton 666 

Dye Stuflfs 727 

Packing Cases 41 

Cartage Account, H&j & Com 16 
Glasgow Agency, value of assets on hand, 
viz.. 

Stock 348 4 6 

Book Debts 292 19 9 

Cash 6 7 

646 4 10 



304 



10 



60 



60 



414 



10 
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13 
44 



March 30 
Hamofiustoring Premises Aoooant 



45 



30 
DigoountB and Allowances Aocoont^ 
Balanoe to be carried forward 



304 
60 



10 




60 



4141 10 I 9 
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14 


Dr. CASH 


• 








Feb. 11 

99 99 

Feb. 20 
„ 33 

99 99 
99 99 

Feb. 23 
„ 27 
„ 28 

Mar. 2 

99 99 
99 99 


Bank 

Jones & Wilson, All"^ 2 

Balance 
W, Clarke, All*- 
T. Ford, 

S. Bejnolds, „ 
Bank 

Balance 
Glasgow Agency 
Thompson & Smith, AH*- 1 
J. Robertson 

H. Jackson, ^ 1 
Bank 


6 

16/ 

10/ 
8/6 

8 4 
11 9 


lUlo 

17 
19 

19 
19 
19 
17 

20 
20 
20 
20 
17 


60 
89 




1 



6 


139 


1 


6 


16 
31 
19 
16 
60 


9 
16 
13 
19 











132 


17 





13 
37 
66 
20 
61 
60 


18 
14 
7 

3 



6 
6 


6 



238 


3 


6 
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COMTBA. Or, 


14 






Sm 












Folio 








Feh.12 


Bank 


17 


89 


1 


6 


„ 16 


Wagea— Weaven, uVVf.B., fd. 24 


19 


13 


6 


6 




Dyers „ 26 


19 


9 


4 


6 




Steam Power „ 26 


19 


3 


6 







Cartage „ 27 


19 


1 


4 







Warehouse & Salaries 28 


19 


7 


12 





99 19 






16 


9 





139 


1 


6 


Feb. 18 


Prirate Aoeoont 


19 


16 








n 23 


Bank 


17 


67 


8 





99 99 


Wafjes— Weavers, as f- W. B., foL 24 


19 


^* 


8 


3 




Dyers „ 26 


19 


10 


1 


3 




Steam Power „ 26 


19 


3 


6 







Cartage „ 27 


19 


1 


4 







Warehouse ic Salaries 28 


19 


7 


12 





99 99 


Balance 




13 


18 


6 


132 


17 





Feb. 26 


Priyate Account 


20 


6 


10 





Mar. 1 


J. Smith 


20 


4 


2 


11 


» 2 


Bank 


17 


174 


6 





» n 


Wagea- Weavers, as V W. R, foL 24 


20 


14 


1 


9 




Dyers „ 26 


20 


8 


18 







Steam Power „ 26 


20 


3 


6 







Cartage „ 27 


20 


1 


4 







Waxehonae & Salaries 28 


20 


7 


12 





n n 


Balance 




18 


4 


10 


238 


3 


6 
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15 






Bm 1 
FbUo 








Mar. 


2 


Balance 




18 


4 


10 


ft 


4 


Gla-sgow Agency 


20 


48 


10 





if 


8 


G. Harris 


20 


20 








»} 


9 


J. Brown, AH*- 9/6 


20 


20 








yy 


9) 


C. Jones 


20 


25 








a 


»» 


L. Taylor 


20 


50 





; 


99 


}y 


Bank 


17 


60 








Maf. 


9 


Balance 




241 


14 


_10 1 


20 


17 


11 


99 


11 


Olasgow Agency 

A. McDonald, All*^ 1 3 3 


21 


24 


17 


11 


9} 


14 


21 


24 


16 





yy 


16 


J. H. Williama 


21 


30 








)) 


ff 


Smith & Elliott 


21 


100 








>» 


» 


Bank 


18 


60 








Mar. 


16 


Balance 




260 


11 


10 


23 


15 


4 


» 


18 


Olasgow Agency 


21 


126 


3 


8 


9> 


20 


J. Wright, All* 2 2 3 


21 


42 


13 





99 


21 


Horse, sold for 


21 


12 








9> 


23 


E. Griffiths 


21 


20 








9> 


» 


L. Taylor 


21 


35 








>9 


SI 


W. Mason 


21 


20 








» 


n 


Bank 


18 


40 
















319 


12 
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No 4, DAILY CASH BOOK. 





15 






8m 
FbUo 








Max. 6 1 


T. Hall, All^ 


9/6 


20 


9 


2 


6 




» 8 


Private Aocoont 




20 


12 










„ 9 


Bank 




17 


1G3 


10 







f ft 


Wages— WeaTera, aa f W. R, fol. 24 


20 


13 


1 


2 






Dyers „ 


25 


20 


11 


2 


3 






Steam Power „ 


26 


20 


3 


5 









Cartage „ 


27 


20 


1 


4 









Wanhonse & Salaries 


28 


20 


7 


12 







n n 


Balance 


i 


20 


17 


11 






21 


241 


14 


10 




Mw. 12 


F. Woodward, AU*^ 


10/ 


9 


4 


6 




„ 13 


Private Aooonnt 




21 


4 










f, 16 


do. 




21 


8 


10 







jf ff 


Bank 




18 


179 


13 


1 




n n 


Wages— Weavers, as f W.B., 


fol. 24 


21 


15 


4 


7 






Dyers „ 


25 


21 


8 


2 


16 






Steam Power „ 


26 


21 


3 


5 









Cartage 


27 


21 


1 


4 









Warehouse & Salaries 


28 


21 


7 


12 







»f »» 








23 


15 


4 




260 


11 


10 




Mw.l8 


W. Johnson, All*- 


1/9 


21 


3 


11 







„ 20 


Private Aocoont 




21 


10 


10 





„ 23 


Bank 




18 


243 


16 


8 


j » 9* 


Wages- Weavers, as ? W. R, 


foL24 


21 


13 


15 


9 




Dyers „ 


25 


21 


9 


10 







Steam Power „ 


26 


21 


3 


6 







Cartage „ 


27 


21 


1 


4 









Warehouse & Salaries 


28 


21 


7 


13 







n » 








26 


7 


7 




319 


12 
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16 

Mar. 23 
„ 25 
„ 28 
„ 30 



Mar. 30 



Balance 
Glasgow Agency 
E. Griffithfl 
J. Davis 

Yates & Johnson, All^ 
Bank 



2 14 9 



Balance 



See 
Folio 



22 
22 
22 
18 



17 
35 
27 
105 
50 



261 



24 



7 
16 


10 







13 



10 
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16 

Mar. 26 
„ 37 
„ 30 


Pickford & Ca 

Private Aoconnt 

Bank 

WageeH-Weavers, as ? W.R, fol 24 
Dyers „ 25 
Steam Power „ 26 
Cartage „ 27 
Warehouse & Salaries 28 

Balance 


Bee 
Folio 

22 
22 
18 
22 
22 
22 
22 
22 

1 


7 
7 
185 
U 
9 
3 
1 
7 

24 


16 

15 
6 
5 

19 
5 
4 

12 

10 


8 



6 
6 




4 


261 

- 


13 


7 
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17 



Dr. 



London and 



Feb. 11 
„ 12 



Feb. 16 
„ 23 



Feb. 23 
March 2 



Maic]i2 



To Balance, aa 9 Journal, FoL 1 1 
Cheque, Jones <fe Wilaon 



Balance 

Cheques, Clarke 
Ford 
BoTnolds 



Balance 

Chequea, Glasgow 

Thompson k Co. 

Bobertson 

Jackson 



Balance 

Cheques, Glasgow 
Brown 
Jones 
Harris 
Taylor 



See 
FoUo 

19 

14 



U 



14 



15 



31 
19 
15 



37 
55 
20 
61 



48 
20 
25 
20 
50 



400 
89 





1 6 



489 1 6 



415 



67 



482 



359 



174 



16 6 



533 12 6 



441 



163 
605 



13 



10 



3,2 
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Westminstee Bank. O. ^^ 


Feb; 11 
„ 12 
„ 16 


No. Of 
Cheqae. 

1 Cash 

2 Petty Cash 

3 Smith & James 


8w 
PbUo 

14 
19 
19 


DiMO 


ant 
9 


6 


50 

6 

18 

415 






13 

8 






6 


489 


1 


6 


Feb. 23 


4 Smith & James 
6 S. W. Saunders 
6 Cash 

Balance 


19 
19 
14 

20 
20 
20 
20 
14 




12 


1 


23 
50 
60 

359 


9 



i 
7 6 

1 


482 


16j6 


Feb. 25 

„ 27 

March 2 

99 99 
W » 


BodL of Blank Cheqaes had Feb. 1 1 

7 Private Account 

8 Petty Cash 

9 Smith & James 
10 Cash 

Bahince 




9 


9 


13 
10 
18 
60 

441 


8 

10 



1 


13 


4 





2 


633 

• 


12 


6 

s 

2 


March 4 

99 >l 


11 Smiih & James 

12 8. W. Saunders 

13 Cash 

Balanoe 


20 
20 
16 






1 


60 
60 
60 

446 






3 


606 


3 


2 










1 
i 






j 
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18 

Mar. 9 
. 16 



Balance 
Cheques, Glasgow 
McDonald 
Williams 
Smith & EUiotfc 



Mar.16 
. 18 



Balance 

Bills Receivable paid in for presentation, 
No. 1, Smith & EUiott, 39 U 6 
2, R. W. White 38 18 

5, H. Jackson 56 11 11 

6, A. McDonald 32 12 



23 



DneM 



166 16 5 



Cheques, Glasgow 
Wright 
Griffiths 
Taylor 
W. Mason 



Mar.23 Balance 

Bilb Receivable, No. 1, Smith & Elliott 
6, H. Jackson 
6, A. McDonald 

25 Bills Discounted 1? L. & W. Bank 

No. 3, April 23 

4, „ 23 

9, May 8 

30 Cheques, Glasgow 
Griffiths 
Davis 
Yates <fe Johnson 



Mar.30 



8m 
¥600 



15 



Balance 



15 



22 
22 
22 



22 



16 



24 

24 

30 

100 






126 
42 
20 
35 
20 



•6610 

133, 

10617 



445 



179 



13 



11 



624 



428 



17 
16 



1243 



16 



672 

218 

39 
65 
32 



12 

7 

14 
11 
12 



9 

6 

11 






10 



17 

35 

27 

105 



)306 



11 



1185 



838 



464 



10 
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18 

Har.ll 
„ 16 

99 99 
99 99 
99 99 


No. Of 
GhaqiM 

U HoTse^ bought for 

15 Petty Cash 

16 Smith & James 

17 Cash 

Balance 


See 

Folio 

21 
21 
21 
15 


Diwxmnta. , 
3 210 


1 

66 
10 
71 
60 
428 




1 

16 







1 


624 


17 


1 


Mar.18 
,9 23 

99 99 
99 99 
99 99 

99 99 


18 Paid Insiiraoce of Stock 

19 Smith d; James 

20 S. W. Saunders 

21 W. Johnson 

22 Cash 

Balance 


21 1 
21 ! 
21 
21 
15 i 


7 

1 


16 


6 


16 
304 
36 
60 
40 

218 

672 



6 




7 
12 


s 





9 
9 


Mar.23 
„ 26 

99 99 

„ 27 
„ 26 
» 29 
„ 30 

19 99 


Noting Bill RetS White 
Discount on 3 Bills 
Bills Payable, 
So. 1, Black & Ca 
„ 3, Wilson & Brown 

23 Private Account 

24 Petty Cash 

25 Cash 

Balance 


22 
22 

22 
22 
22 
22 
16 




1 

200 
100 

17 
6 

60 

464 


3 
10 



9 






6 
9 



6 



3 


838 


4 
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19 

Dr. Cash. ( Week ending) February, 




Feb. 11 

\ 


from 

17 
14 


To Balance of Cash in hand 
Jones & Wilson 


Pwtod 
to 

31 
45 


2 


6 





400 
89 



1 




6 


2 


6 





489 


1 


6 






1 








Dr. {Week ending) Yebvcary, 


Feb. 16 
„ 20 
„ 23 

n » 


14 


Balance 
To W. Clarke 
T. Ford 
S. ReynoldB 


35 
37 
36 

45 




16 

10 

8 


1 

1 



6 

1 

1 

j 


430 
31 
19 
16 


17 
16 
13 
19 


6 





1 


14 


1 
6 


498 


6 


6 
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16ih, 1868. Contra. Cr. " 




BnA 




Ported 
















from 




to 














Feb. 12 


17 


By Petty Caah 


40 








6 








» 16 


17 


Smith & James 


51 




9 


6 


18 


13 





»» >» 


14 


Wages, 

Weavers, as f- W.B. foL 24 


43 








13 


5 


6 






Dyers „ „ 25 


43 








9 


4 


6 






Steam Power „ „ 26 


42 








3 


6 









Cartage „ „ 27 
Warehoused Claries „ 28 


39 








1 


4 









39 








7 


12 





n 99 


17 
14 


Balance, 

Bank 415 8 6 
House 15 9 




















• 


46 








430 


17 


6 




— 


9 


6 


489 


1 


6 


23rd, If 


}68. 


1 II II 
Cfr. 


Feb. 23 


17 


By Smith & Jameb 


61 




12 


1 


23 


9 





n tf 


17 


S. W. Saandera 


52 








60 








„ 18 


U 


Private Account 


48 








16 








„ 23 


99 


Wages, 




















Weaven, as f- W.B. fol. 24 


43 








14 


8 


3 






Dyers „ „ 26 


43 








10 


1 


3 






Steam Power „ „ 26 


42 








3 


6 









Cartage „ „ 27 


39 








1 


4 









Ware lonseA Salaries „ 28 


39 








7 


12 





» 


17 


Balance, 

Bank 369 7 6 


















14 


House 13 18 6 










373 


6 











46 










12 


1 


498 


6 


G 






" 
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20 Dr. 



(Week ending) Mabch 



Feb. 23 
, 27 
, 28 

Mar. 2 



Bro^ 
from 



14 



Balance 
To Glasgow Agency 
Thompson & Smith 
J. Robertson 
H. Jackson 



Poi«ed 
to 



50 

33 
35 
33 



45 



3 



373 
37 
55 
20 
61 



6 
14 
7 

3 



547 



11 



Dr. 



( Week ending) March 



Mar. 2 

4 
8 
9 



15 



Balance 
To Glasgow Agency 
G. Harris 
J. Brown 
C. Jones 
L. Taylor 
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No. 6, CASH BOOK. 



2nd, 1868. Cr. 20 


Feb. 25 

„ 27 

Mar. 2 

» >» 

Feb. 26 

Mar. 1 

„ 2 


utnn 

17 

14 
» 

17 
14 


By Book of Blank Cheques 

Private Account 

Petty Caah 

Smith & James 

Pnvate Account 

J. Smith 

■Wagis, 

Wearers, as f-V 
Dyew „ 
Steam Power „ 
Cartage „ 
Warehouse ASali 

Balance, 

Bunk 441 
House 18 


Ported 
to 

38 
48 
40 
51 




9 


9 


13 
10 
18 


8 
10 

1 
.0 
2 

1 
.8 
5 
4 
.2 

8 
.1 


4 




11 

9 

























1 


1 
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^^ Dr. {Week Ending) ^HLksiSB. 


Mar. 9 

„ 11 

» 14 
„ 16 


Bro* 
from 

16 

» 
99 
99 


Balance 
To Glasgow Agency 
A. McDonald 
J. H. Williams 
Smith k EUiott 


Posted 
to 

60 

32 
35 
31 


1 


3 


3 


466 
24 
24 
30 

100 


1 

17 

16 






1 
11 





45 

1 




J 


3 


646 


15 





1 1 










Dr. {Week Ending) ^K^CB. 


Mar. 16 
„ 18 
„ 20 
„ 21 
„ 23 


15 


Balance 
To Glasgow Agency 
J. Wright 
Horse, sold for 
K Griffiths 
L. Taylor 
W.Mason 


50 
33 
45 
36 
34 
37 

46 


2 


2 


3 


452 
126 
42 
12 
20 
36 
20 


11 
3 

13 






5 
8 







2 


2 


3 


708 


8 


1 


~T 




~ 
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16th, 1868. Ct. ^^ 



Mar. 

» 
Mar. 

I 



Mar. 



T\ ~\~\ 
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Dr. 



( Week ending) March 



Mar.23 



26 



„ 28 
., 30 



Bro«- 
from 



18 



18 



16 



Mar.30 



I .._ 



Balance 
To Bills Receivable, 

1 Smith & Elliott 

5 H. Jackson 

6 A. McDonald 
Bills Discounted per 1j.&W. Bank 

3 April 23 66 10 

4 „ „ 133 4 10 
9 May 8 106 17 



Glaagow Agency 
R Griffiths 
J. Davis 
Yates k Johnson 



Balance 



PoAied 
to 



49 
49 

49 

49 
49 
49 



50 
36 
37 



45 



14 



244 



39 



15 



14 



14 9 



5511111 
32^12' 



3061110 



17 

35 

27 

105 



864ill 7 



48810 7 
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30th, 1868. 



Mar.23 

„ 25 

„ 25 

„ 27 

„ 26 

„ 29 

„ 26 

„ 27 

„ 30 



Brok 
from 

18 



16 



18 
16 



By Noting, Bill Ret*-, White 

Discouiit on 3 Bills 

Bills Payable, 

No. 1 Black & Co. 
„ 3 Wilson ^ Brown 

Friyate Account 

Petty Cash 

Pickfoid &, Ca 

Private Account 

Wages, 

Weavers, as V W.R foL 24 
Dyers „ „ 25 

Steam Power „ „ 26 

Cartage „ „ 27 

Warehouse&Salaries „ 28 



Balance, 
Bank 
House 



464 
24 10 



Potted 
to 

31 

38 

49 
49 
48 
40 
53 
48 

43 
43 

42 
39 
39 



Cr. 



22 



864 



11 7 
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No. 7, PETTY CASH BOOK, 



23 












Febiy. 


12 


Postage Stamps 




10 





*f 


99 


Omnibus, 1/; Do., 94 




1 


9 


99 


13 


Carriage Paid 




2 


4 


n 


99 


V Heceipt Stamps 




5 





n 


16 


Omnibus & Cab 




2 


6 


n 


18 


Booking 






8 


n 


20 


Can-iage Paid 




4 


3 


99 


21 


Dye Stuffs bought for Cash 


1 


1 


6 


99 


99 


Bill Stamps 




8 





T9 


23 


Candles 




2 





99 


99 


Carpenter repairs to Buildings 


2 


1 


6 


March 


2 


Omnibus & Cab 




4 





9} 


99 


Travelling Expenses 

JOUBHAL 11. 


3 


4 


9 


8 


8 


3 








6 


11 


9 


15 








Maith 


4 


Gratuities 




2 





99 


99 


Carriage Paid 




3 


2 


99 


7 


Rail, Ac., 6/10; Booking,!/ 
Travelling Expenses 




6 


10 


99 


9 


1 


18 





99 


12 


Ink 2/; Gratuities, 2/6 




4 


6 


99 


99 


Packing Case 




10 





99 


99 


Man helping Carman 




2 





99 


U 


Carman for Expenses 




2 


3 


99 


99 


Writing Paper 




6 





99 


16 


Travelling Expenses 


4 


18 


6 


99 


ir 


Carriage Paid 




4 


10 


99 


yf 


Bail & Omnibus 




6 


9 


99 


19 


Candles 




1 


6 


99 


20 


Grease for Engine 




1 





99 


23 


Omnibus, Ac. 




2 


9 


99 


25 


Can-iage Paid, 3/9 ; Booking, 1/ 




4 


9 


99 


27 


Travelling Expenses 


5 








fy 


29 


Corn for horse 


2 


10 


8 


99 


30 






2 


6 


99 


99 


Omnibus & Cab 
JOUSKAL 12. 




4 


9 


17 


12 


9 






Balance 


3 


19 





21 


11 


9 
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Wages, 


A. R 
CD. 
E.F. 
G, H. 
J. K 
L. M. 
N. 0. 
P Q. 
B.S. 

Totals paid, &\ 
Enf inOashi 
Book j 


February 16. 

1 . , 


Februaiy 23. 


March 2. 




















13 


6 


6 


U 


8 


3 


U 


1 


9 




















25 

Wages, 


A.B. 
CD. 
E. F. 
O. H. 
J. K. 

Totals paid, & \ 
Ent'inCash^ 
Book j 




















9 


4 


6 


10 


1 


3 


8 


18 















1 


1 
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Weavers. 



March 9. 



March 16. 



13 



15 



Dyers. 



24 



March 23. 



March 30. 



13 



15 



14 



25 



11 



2 6 



10 



I- 9 



19 1 6 
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26 




Wages, 


Engineer 
Assistant 

Totals paid, &) 
Ent^in CashV 
Book j 


February 16. 


February 23. 


Mai«h2. 




















3 


6 





3 


6 





3 


5 























27 . 




Cabtaoe 


Amount paid, & 
Ent* in Cash 
Book 


1 


4 





1 


4 





1 


4 























28 




Warehouse Wages 


Clerk 
Foreman 
Watchman 
Packer 

Totals paid, & ) 
Ent-'inCashV 
Book j 




















7 


12 





7 


12 





7 


12 
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Steam Powek, 








26 


March 9. 


March IG. 


March 23. 


Mai-ch 30. 



























3 


5 





3 5 





1 

3 6j 

1 1 


3 


5 


























Wages. 




27 


1 


4 





1 


4 





1 


i 





1 
1 


4 





1 






















AND SaT^ARIES. 




28 


























7 


12 





7 


12 





7 


12 




1 


7 


12 







1 


! 










i 
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29 






1 

BHJ.S 


No. 


When 
Received. 


From whom BeceiTod. 


Drawn 
by 


Drawn 
upon 


Where Ftiyable 


1 


Feb. 21 


Smith & Elliott 


SelveB 


Same 


Lond. Joint Stk. Bank 


2 


„ 22 


R. W. White 


do. 


do. 


Union Bank 


3 


n 23 


J. Gibson 


do. 


do. 


500, Cheapside 


4 


» » 


Yates <b Johnson 


do. 


do. 


Lond. & County Bank 


5 


„ 25 


H. Jackson 


da 


do. 


Smith, Payne, & Co. 


6 


„ 26 


A. McDonald 


do. 


do. 


Lond. & West. Bank 


7 


Mar. 20 


C. Jones 


do. 


do. 


City Bank 


8 


„ 21 


J. C. Cox 


do. 


do. 


Imperial Bank 


9 


„ 23 


Yates Ai Johnson 


do. 


do. 


Lond. & County Bank 


10 


99 if 


do. 


do. 


do. 


do. 


11 


„ 26 


R Walker 


do. 


do. 


Barclay, Bevan, & Co. 


12 


„ 27 


Walker A Jones 


do. 


do. 


National Provincial 
Bank of England 


30 






BTTJ.S 


Na 


When Accepted. 


Drawn b] 


r 


Where Payable. 


1 


Februai'y 


23 


Black & Co. 




London & Westmstr. Bank 


2 


J9 


» 


do. 






do. 


3 


1) 


24 


Wilaon & Bro 


wn 




do. 


4 


» 


» 


do. 






do. 


5 


March 


12 


Black & Ga 






do. 


6 


» 


» 


do. 






do. 


7 


» 


23 


Wilson & Bro 


•wn 




do. 
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No. 9, BILL BOOK. 



RECEIVABLE. 












1 

29 ; 


Dttte. 


TsniL 

1 month 


Dae. i 


Amount 


i 


31 


February 20 


March 23 


39 


14 


6 


! 49 


ft n 


1 „ 


March 23 


38 


18 





1) 


31 


>» n 


2 „ 


April 23 


66 


10 


• 


» 


31 


» »> 


2 „ 


April 23 


133 


4 


10 


l> 


32 


99 >• 


1 .. 


March 23 


1 65 


11 


11 


)) 


33 


» 99 

March 20 


1 ,. 
1 month 


March 23 
April 23 , 


! '' 


12 





1 


32 
34 


1 32 


10 


7 


» » 


2 „ 


May 23 


23 


1 


9 


» 


33 


6 


2 „ 


May 8 


106 


17 





W 


32 


20 


3 „ 


June 23 


43 


6 


9 


9> 


)9 


>f 99 


3 „ 


» » 


31 


19 


3 


» 


34 


f> » 


1 „ 


April 23 

1 


43 


12 


1 


9} 


37 


PAYA 


BLE. 










30 


Date. 


1 Temi. 


Du«. 


Amoont 


1 
1 


1 February 22 


! 1 month 


March 25 


200 








51 


49 


! »} 19 


1 3 „ 


May 25 


143 


1 


6 


1 »» 


» 


February 24 


' 1 „ 


March 27 


100 








53 


99 


» >» 


1 1 month 


May 27 
April 13 


124 


15 





99 

51 


99 
9) 


1 March 10 


94 


2 


9 


»» »> 


3 „ 


June 13 


229 


17 


6 


» 


» 


1 „ 20 

1 


! 3 „ 

1 


., 23 


250 








; 53 


19 
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'' Dr. 


Smith & Elliott, 


Febiy. 
March 

March 


11 
16 

30 


To Balance 

To Goods, 636f 

To Balance 


6 


39 


14 


6 


117 


17 ! 

1 


117 


17 





17 


17 

1 


Dr. 


J. Gibson, 


Febry. 
March 


11 
15 


To Balance 

To GkxxJs, 31 6i 


6 


66 


10 





66 


1 


4 


Dr. 


R. W. White, 


Febry. 
March 

99 


11 
23 

99 


To Balance 

To Bill Returned 
Paid Noting 


12 

22 


38 


18 





38 


18 
3 



6 


39 


1 


6 






Br. 


Jones & Wilson, 


Febry. 
March 


11 

27 


To Balance 

To Goods, 303i 


8 


91 


7 


6 


59 


15 


11 
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Oxford Street. 


Or. '' 


Febry. 
Maroh 

f7 


21 

16 
30 


By BiU, 1 moDth, March 23 

BjCash 
Balance 


29 
21 


39 


14 


6 


100 
17 



17 






117 


17 











Cheapside. 


Cr. 


Pebiy. 


23 


By Bin, 2 months, April 23 


29 


66 


10 











Kensington. 


Or. 


Febiy. 
March 


22 
28 


Bjr Bill, 1 month, March 23 
By Loss 


29 
J. 12 


38 


18 





39 


1 


6 


39 


1 


6 








Holbom. 


Cr. 


Febiy. 


11 


By Cash, je89 1 6. Disc*- 2/6/0 


19 

1 
1 


91 


7 


6 




" 
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32 r, 

Br. 




Yates & Johnson, 




Febry. 

March 
March 


11 

22 
28 

2 
9 

19 


To Balance 
To Goods, 

To Balance 
To Goods, 

To Goods, 


636 
185i 

609J 

212i 


2 
3 

5 

6 


133 


4 


10 


106 
43 


17 
5 



9 


150 


2 


9 


150 
107 


2 
14 


9 
9 


257 


IT 


6 


42 


18 


9 


Br. 




A, 


McDonald, 




Fabry. 

99 

March 


11 

23 

2 

14 


To Balance 
To Goods, 
To Balance 
To Goods, 


121 
307J 


3 
6 


32 


12 





25 


19 


3 


25 19 


3 


54' 19 

1 


3 


Dr. 






J. Beown, 




March 

99 


4 
21 


To Goods, 
To Goods, 


lOU 
309 


4 

7 


20 


9 


6 


65 





3 
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Manchester. Cr 


• 


32 


Febry. 
March 

March 

99 


23 
2 

23 

99 

30 


By Bill, 2 months, April 23 
By Balance 

By Bill, 2 monthfl, May 8 
„ 3 „ June 23 
Cash, £105 0. Disc'- 2/14/9 


29 

29 
22 


133 


4 10 


150 


2 


9 


160 


2 


9 


106 17 
43 5 

107 1 14 



9 
9 


2671 17 


6 






Leicester. Cr. 


' Febry. 

1 

March 
March 


26 

2 

U 


By Bill, 1 month, March 23 


29 


32 


12 





By Balance 

By Cash, £24 16 0. Disc*- 1/3/3 


21 


26 


19 


3 


25 


19 


3 






Southampton, Cr, 


March 


9 


By Cash, £20 0. Disc*- 9/6 


20 


20 


9 


6 










1 
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'' Br. 




H. Jackson, 


1 


Febry. 
Febry. 
Marcli 


11 
12 

26 
30 


To Balance 

Gkwds, 41 3f 

To Goods, 202} 
To Balance 


2 
3 


55 
62 


11 
15 


11 
3 


118 


7 


2 


35 


15 


9 


36 


15 


9 


34 


11 


3 


Dr. J. C. Cox, 


Febry. 
Marcli 


14 

28 


To Goods, lOli 
To Goods, 217i 


1 

8 


23 


1 


9 


40 


18 


10 


Dr. Thompson & Smith, 


Febry. 
March 


13 
29 


To Goods, 288 
To Goods, 41 If 


1 
8 


66 


16 


4 


83 


1 





1 

Dr. J. Wbioht, 


Febty. 


27 


To Goods, 210i 


3 


44 


15 


3 









Digiti 



zed by Google 



UNIVEKSAL STST£M OF BOOK-KEEnNG. 289 

No. 10, liEDGER Fibst Pabt, Aooomrrs with Dsbtob& 



Portsmouth. CV, ^^ 


Febry. 
March 

March 

91 


25 
2 

4 
30 


Bf BiU, 1 month, March 23 
Caflh,;e61 3 6. Disc*-!/!!/!) 

By Betarns 
Balance 


29 
20 

10 


56 

62 


11 
15 


11 
3 


]ll8 


7 


2 


i 1 
34 


4 
11 


6 
3 


35 


16 


9 








BristoL Cr. 


March 21 


By BiU, 2 months, May 23 


29 


23 


1 


9 








Birmingham. Or. 




l^^Ysrj. 


28 


By Caah, £65 7 0. Disc*- 1/8/4 


20 


66 


15 


4 








Islington. Cr, 


March 


20 


ByCaah,je42 13 0. Disc*- 2/2/3 


.,1 

! 


44 


15 


3 
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Dr. 



'' Dr. 






R. WalkeRj 




1 

Febry. 


18 

2 
26 


To Goods, 

To Balance 
To Goods, 


298^ 
392| 


2 

7 


62 


13 


9 




62 


13 


9 


March 
March 


31 


19 


3 


83 


17 


11 


Dr. 






C. Jones, 


Febry. 

March 

If 

March 


15 

2 
7 

30 


To Goods, 

To Balance 
Goods, 

To Balance 


179i 
312i 


1 

5 


32 


17 


7 


32 


17 


7 


32 
60 


10 
13 


7 
7 


93 


4 


2 


36 


13 


7 ■ 

1 



















L. Taylor, 



March 



March 



30 



To Goods, 513} 



To Balance 



4 


101 





10 


101 
15 



3 


10 
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Brighton. 


*. " 


Febry. 

99 

March 


25 

99 

2 
36 


67 Returns, 101 
do. 
Balance 

B7 BUI, 3 months, June 23 


9 
9 

29 


20 
31 


4 

10 
19 



6 
3 




52 


13 1 9 


March 


Tl 


19 


3 


1 
1 


1 






Colchester. 


Cr. 


Febiy. 
March 

March 

99 


33 
2 

9 
30 
30 


BS^Betoms 
Balance 

BjCash 

Bill, 1 month, April 23 


9 

20 
29 


32 


7 
10 




7 


32 


17 


7 


25 
32 
35 



10 7 
13 7 


93 


4 


2 








Winchester. 


Cr. 


March 

99 
99 


9 
18 
23 
30 


By Cash 
Returns 
Cash 
Balance 

• 


20 
10 
21 


50 

35 
15 




17 



3 



6 

4 


101 





10 


1 


1 
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Dr. J. H. WiiiTiTAMS, 




IV.' arch 
March 


11 
30 


To Goods, 317i 
To Balance 


5 


66 17 

i 
66 17 







36 


17 





Dr. W. Clakk, 


Febry. 


12 


To Goods, 200i 


1 


32 


19 





32 


19 











Dr. J. Robertson, 


March 
March 


1 
2 


To Goods, 207i 
To Balance 


4 


34 
34 


1 

3 9 

1 
3 1 9 


14 


3 


9 


Dr. S. Reynolds, 


Febry. 

March 

1 


19 
22 


To Goods, lOOi . 
To Goods, 510 


2 
7' 


16 


7 


6 


87 


7 


4 
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Croydon. Cr. 


35 


jf 


16 
30 


By Cash 


21 


30 
36 

66 



17 






17 











Knightsbridge. Cr. 


Febry. 

n 


18 
20 


By B«tnm8 

Cash, £31 16 0. Diso"- 16/ 


9 
19 


32 
32 


7 
12 

19 














Woolwich. Cr. 


March 

>9 


2 

99 


By Cash 

Balance 


20 


I20 
1 14 

; 34 



3 

3 



9 

9 






1 






Islington. Cr. 


Febry. 


23 


By Cash, iei5 19 0. Disc^ 8/5 


19 


16 


7 


5 


« 




1 







Digiti 



zed by Google 



204 



BARNES'S NEW IMPROVED 
SET III. MANUFACTURER'S BOOKS. 



! 36 



Dr. 



E. Griffiths, 



March 


20 
30 


To Goods, 
To Balance 


414| 


7 


\ 76 


16 


7 




76 


16 


1 

7 


March 


21 


16 


7 



Dr. 



G. Harris, 



March 



March 



13 



30 



To Goods, 213i 



To Balance 



40 



40 



20 



Dr. 



W. Dixon, 



March 


1 
11 
18 

30 


ToGooda 
do. 
do. 

To Balance 


J. 11 
J. 12 


3 
1 
6 


12 
15 
15 


6 




IVIarch 


11 


2 


6 


11 


2 


6 
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Stratford. Cr. ^^ 


March 


23 
28 
30 


By Cash 
da 
Balanoe 


21 
22 


' 20 
35 
21 16 

76 16 





7 

7 


1 

1 

\ 

1 

1 


: 


Exeter. Cr. 


' March 


8 
30 


67 Cash 


20 


20 
20 



6 




8 

8 


! 
1 


; 40 


6 


1 

1 

1 








Ba; 


y^swater. Or. 

• 


March 

• 


30 


By Balance 




111 

i 


2 


6 
6 




11 


2 




i 


1 
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'' Dr. 






J. Davis, 




MaTch 
March 


23 
30 


To Goods, 
To Balance 


20H 


7 


41 


5 





41 


6 





13 


15 





Dr. 




Wauush & Jones, 




Febry. 


20 


To Goods, 


203^ 


3 


43 


12 


M 








Dr. 






W. Mason, 


■ 


March 
March 


6 
30 


To Goods, 
To Balance 


213i 


4 


36 


6 





36 


6 


^ 


16 


6 


: 


Dr. 






T. FOBD, 




Febiy. 
March 


16 
30 


To Goods, 
To Goods, 

« 


99| 
727J 


1 

8 


20 


3 





121 
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Strand. 




( 


Or. 


37 


Mareh 


30 


ByOuh 


22 


27 
13 


10 
15 






41 


5 1 








Uxbridge. 


Or. 


Mareh 


27 


By BUI, 1 monih, April 23 


29 


43 


12 


1 








Islington. 


Or. 


March 


23 
30 


By Cash 
Babmce 


21 

1 


20 
16 




6 









36 1 6 













Reigate. 


Or, 


Febiy. 


23 


By Oaah, £19 13 0. Diac^ 10/ 


19 


20 


3 
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38 ^ 
Dr. 


Premises, — Maintenance 




iVIarcli 


2 
25 
30 


To Petty Cash 

Rent, Taxes, <S:a 

Bought Book, for Repairs 

To Depreciation 

• 


J. 11 

J. 12 
J. 10 

J. 13 


! 2 

107 

31 


1 
4 
3 


6 
6 
6 


140 
1 60 


9 



6 





200 


9 


6 




1 1 



Dr. 



SUNDBT 





Febry. 
March 


25 
2 

2 

8 

30 


To Ca8h> for Cheque Book 
Petty Cash, for Sundries 

To Balance 

Cash, for Insurance of Stock 
Petty Cash, for Sundries 


20 
J. 11 

21 
J. 12 


5 


8 
5 


4 
3 


March 

>» 


5 


13 


7 


5 
15 
U 


13 



12 


7 


1 


35 


5 


8 


1 1 


Dr. 


Interest. 




March 


25 


To Cash, for Discount 


22 

t 


1 


10 


9 








Dr. 


Gas. 




March 


25 


To Rents, Ac., Payable, for Gas ) 
to date 


J12 


16 3 


6 


1 
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& Repair. 



March 



SO 



Cr. 



38 



By Trade Expenses^ Fol. 



40 200 

I 



200 



9 6 



Expenses. 



Cr. 



! March 



March 



SO 



By Balance 



By Trade Expenses, Fol. 



40 



86 



35 



13 7 



13 



6 8 



5 8 



Or. 



March 



SO 



By Trade Expenses, JUL 



40 



10 



1 

j 








Cl 


• 


1 


1 March 


30 


BySondries 


J. 12 


;i6 


3 


6 


1 

1 


1 
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Warehouse 




Febry. 


16 


To Gash 


19 


7 


12 





» 


23 


do. 


19 


7 


12 





March 


2 


da 
To Balance 


20 


7 


12 





22 


16 







22 


16 





March 


9 


ToQish 


20 


7 


12 





>y 


16 


do. 


21 


7 


12 





y> 


23 


da 


21 


7 


12 





i> 


30 


da 


22 


7 


1.2 





63 


4 





E 


»r. 




CABTAaE. 


Febry. 


16 


To Cash, for Wages 


19 


1 


4 





|» 


23 


do. 


19 


1 


4 





99 


28 


Horse Keep 


9 


4 


2 


11 


March 


2 


Cash for Wages 
ToBa]fmoe 


20 


1 


4 





7 


14 


11 


7 


14 


11 


March 


9 


To Cash, for Wages 


20 


1 


4 







16 


do. 


21 


1 


4 







21 


Horse & Cart Account, for 














Horse Exchanged 


J. 12 


43 








ff 


23 


Caah, for Wages 


21 


1 


4 







80 


do. 


22 


1 


4 







99 


Horse Keep 


10 


18 


3 


10 


n 
March 


99 

30 


Petty Cash, for Horse Keep 
To Balance of Stock on hand 


J. 12 


2 


10 


8 
6 


76 


6 


15 
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39 
Wages & Salaries. Cr. 


March 
March 


2 
80 


ByBaUnoe 

By Trade Esepmtes, FoL 


40 


22 


16 





22 


16 


' 


63 


4 




1 


63 


4 











Cr. 


March 
Mareh 


2 

30 
SO 


By Balance 

By Hay and Com in stock 

By Trade Ea^pmaee, F6L 


J. 13 

40 


7 


U 


11 


7 


U 


11 


16 
61 



6 



6 


76 


6 


6 
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*° Dr. Trade 


1 


March 


30 

w 


To Gas 

Premises, Fol. 
Sundry Expenses „ 
Interest „ 
Warehouse Wages ds Salaries „ 
Cartage . „ 


r 
J. 12 
38 
38 
38 
39 
39 


6 

200 

35 

1 
68 
61 




9 

5 

10 

i 

5 


1 

V 

8 . 
9 

5 


35G 


15 


4 








Z>r. Peity 


Febry. 
March 

March 
March 


12 
2 

2 
16 

29 

30 


To Cash 
do. 

To Balance 
To Cash 
do. 

To Balance 


19 
20 

21 
22 


5 
10 










15 








6 

10 

5 


11 




9 




21 


11 


9 


3 


19 
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Ma/nh 



80 



By Profit dB LosBy 



Cr. 



40 



FoL 47 



356 



356 



16 



16 



4 I 



Gash. 



Or. 



March 



March 



30 



By Sundries 
Balance 



By Sundries 
Balance 



J. 11 



J. 12 



15 



8 
11 



17 
3 



21 



12 
19 



11 
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" Dr. 




( 
WOBSTED. 


Febry. 
March 


11 

28 

30 
30 


To Capital 

Bought Book 

To Bought Book 

To Balance of Stodc on hand 


J. 11 
9 

10 


606 
224 



16 






829 
476 


16 

1 



10 

1 


1304 


16 


10 


619 








Dr. 




COTTOK. 


Febry. 
March 


11 

28 

30 
30 


To Capital 

Bought Book 

To Bought Book 

To Balance of Stock on hand 


J. 11 
9 

10 


329 
437 



4 



3 


766 
376 


4 



3 
10 


1142 


6 


1 


666 








Dr. 




Dye 


Febry. 
March 

March 
March 


11 

28 

2 

30 
30 


To Capital 
Bought Book 
Petty Cash 

To Bought Book 

To Balance of Stock on hand 


J. 11 

9 

J. 11 

10 


934 

61 

1 



14 

1 




4 
6 


996 
482 


16 
8 


10 
1 


1479 


3 


11 


727 
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Or. " 


March 
Marcli 


1 
11 

18 
30 


By Dixon 
do. 
do. 

By Mcmufaeturing A/e, FoL 


J. 11 
J. 12 
J. 12 

J. 13 
46 


3 

1 
5 


12 
15 
15 


6 




11 
619 
674 


2 



14 


6 

4 


1304 


16 


10 








Cr. 


March 


30 


By Balance of Stock on hand 
By Mamcfiietwring A/e, Fct. 


J. 13 
46 


566 
B86 



5 



1 


1142 


6 


1 








Stuffs. Cr. 


March 


30 


"Bj Baknoe of Stock on hand 
Bff Mamtfaeturing A/Cy Fol. 


J. 13 
46 


727 
75« 



8 





1479 


3 


11 
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*' Dr. 


Steam Power 




Febry. 
March 

Maroh 

w 

Jicureh 


16 

23 

2 

9 
16 
23 
30 

80 


To Caah, for Wagea 
do. 
da 

ToBalanoe 

To Cash, for Wages 

do. do. 

do. da 

da da 
To Bought Book, for Implements 

To Coal, FoL 


19 
19 
20 

20 
21 
21 
22 
10 


3 
3 
3 


5 
6 
5 







9 


15 





9 
3 
3 
3 
3 
17 


15 
5 
5 
5 
5 
7 







3 


40 
19 


2 
14 


3 
6 


59 


16 


9 




' 





Dr. 



COAIi. 




9. 
10 


12 
2 




6 


19 


14 


6 
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42 
& MjlCrtneby, Cr. 


March 


2 
80 


ByBalaom 

By Manufaeturing Aeeownt, FoL 


4e 


9 


16 





9 


16 





69 


16 


9 
9 


59 


16 








Cr. 


Mareh 


80 


By SUamPowwiiMaMnery, FoL 


4i 


19 


U 


6 


19 


U 


6 
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43 



Dr. 



Wages, 



Febry. 


16 


)9 


23 


MATOh 


2 


Much 


2 


n 


9 


n 


16 


» 


23 


n 


30 



To Cash 
do. 
da 



To Balance 
Cash 
da 
do. 
da 



Dr. 



19 
19 
20 



20 
21 
21 



13 
U 
U 



41 



15 



41 
13 
16 
13 
14 



15 

1 

4 

15 

5 



98 



Wages, 



Febry. 


16 


n 


23 


March 


2 


Ifaiwh 


2 


» 


9 


9> 


16 


» 


23 


>9 


30 



ToCaah 
da 
da 



To Balance 

Cash 

da 

do. 

do. 



19 
19 
20 



21 
21 
22 



9 

10 
8 



4 

1 

18 



28 



28 

11 

8 

9 

9 

66 



3 
2 
2 

10 
19 

18 
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March 
JfonA 


2 


By Balance 

By TilLwiiM^adMining Aaeowtd, FoL 


40 


41 


16 


6 


41 


16 


6 


98 


X 


6 


98 


2 


6 








Dtebs. Or, 


Maich 
Marth 


2 
SO 


By Balance 

By M<m^feuihunng Aoeawnt, FoL 


46 


28 


3 


9 


28 


3 


9 


66 


18 





€6 


18 












Digiti 



zed by Google 



310 BABNES'S NEW IMFBOVED 

SET in. MANUFACTURER'S BOOKS. 



'' Dr. 


Packing 




Febry. 
March 

March 


11 

28 

30 

30 
30 


To Capital 

Bought Book ' 

To Bought Book 
Petty Cash 

lb Prqfit ds Lo88, FoL 
To Balance of Stock on hand 


J. 11 

9 

1 
J. 12 

i 


30 
10 




19 






40 i 19 
19 7 

lio 




10 




60 


16 
17 


10 
9 


64 14 





41 








Dr. 


MANUFACTURINa PREMISES, 




Febiy. 
March 

March 


11 
30 

30 


To Capital, Value of Lease 

To Bought Book, New Buildings 

To Balance 


J. 11 
10 


3000' 
160, 






3160 





3100 








Dr. 


Plant, Machinery, 




Febry. 
j March 

March 


11 
30 

30 


To Capital 

To Bought Book, New Machineiy 

To Balance 

* 


10 


4160 
60 










4210 








4210 
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Cases. 






Cr. 


44 


Febry. 
March 

March 
March 


16 

23 

2 

9 
16 
23 
30 

30 


By Daj Book 
da 
da 

By Day Book 
da 
do. 
da 

By Bolanoe of Stock on hand 


1 
3 
4 

5 
6 

7 
8 

J. 13 


1 
3 
3 


14 

11 

6 


6 
6 
6 


8 
2 
3 
3 
4 


12 
13 
17 
17 
14 


6 



6 


23 
41 


14 







64 


14 











Purchase & Bun.DiNG Account. 


Or. 




March 

9» 


30 

99 


By Depreciation 
Balance 


J. 13 


60 
3100 










3160 














Implements & Utensils. 


€^. 




March 

1 


30 


By Balance 




4210 








1 


4210 
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FiXTUBES & 


Febry. 


11 


To Capital 


J. 11 


150 








Dr. 




Horses & 



Febrjr. 
March 



March 



11 
11 



30 



To Capital 

Cash, New Horse 



To Balance 



U.ll 
21 



80 
55 



135 



80 



Dr. 



Discounts & 



Febry. 


16 


» 


23 


March 


2 


M 


99 


March 


9 


>» 


16 


9> 


23 


t9 


30 


99 


» 



ToCaah 
da 
do. 
Baknce 



ToCaah 

do. 

do. 

do. 

Estiinated Loss in realising^ 

Ledger Book Debts J 



19 
19 
20 



20 
21 
21 
22 

U.13 



2 


6 


1 


14 


3 





40 


9 


47 


10 



1 

2 
2 

50 



56 



9 
3 

2 
14 
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FriTlKGS. 




Cr. 


45 
















Cakto. 




Or. 




March 
March 


21 
30 


By Cash, Horse sold 
Cartage 

By Balance 


21 
J. 12 


12 
43 










55 

80 










136 














Allowances. 




Cr. 




Felny. 
March 

n 

M 

n 

99 

March 


11 

16 

23 

2 

2 
9 

16 
23 

30 
30 


By Sundries 

Cash 

do. 

do. 

By Balance 
Cash 
do. 
do. 

By PrqfU and Lm FcL 

Bj Estimated Loss in realising! 
l^gex Book Debts / 


J. 11 
19 
19 
20 

20 
21 
21 

J. 13 


45 


18 
9 

12 
9 


9 
6 
1 
9 


47 


10 


1 


40 

3 

7 


9 
9 

12 
18 


7 

6 

10 

3 


62 
S 


10 
19 


2 
7 


66 


9 


9 


60 
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Febry. 
M<mh 


28 
SO 


To BetuniB, 101 


9 


20 


4 





101 
To Trading AeeomU, 14823 FoL 


20 

xrsr 


4 



2 


Yards, 14924 


2807 


18 


2 








Dr. Manufacturino 


March 
n 

n 

99 


30 

w 
» 

» 


To Gas 

Worsted Fol. 
Cotton „ 
Dye Stuffs 

SteamPower A Machinery „ 

Wage*, Weaver* „ 

do. Dyera „ 


J. 12 
^1 


11 

686 

762 

69 

98 

66 


3 

5 

s 

16 

2 

18 


6 

1 

11 
9 
6 



2249 


4 


1 
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n 

March 

March 
n 
n 
» 


16 

23 

2 

9 
16 
23 
30 


ByDarBook, 868 3 
do. 2189 3 
do. 2145 1 


1 
3 

4 

5 
6 
7 
8 


1 
164 
407 
406 


2 
17 

1 


2 

1 
6 


6203 3 
do. 1840 
dow 2631 3 
do. 2478 1 
do. 2870 1 


978 
341 
474 
491 

1 622 



16 

2 
12 

6 


8 
11 
9 
6 
4 


Yards, 14924 




' 2807 


18 1 2 




1 






Account. Cr. 


March 


SO 


By Cloth Trading Aeeav/rU, ) »* 
Yards made, 19967 ] ^*^' 

{Average CoH 
per yard, 2/3^,) 


47 


S£49 


4 


1 


2249 


4 


1 
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Dr. Losses. 


March 


28 


To R W. White 


J. 12 


39 


1 


6 


1 




1 


Dr. Trading 


Febry. 
March 


11 
SO 

n 
30 


To Capital, 6521 

Account, ^19367 1-01. 
To Profit A Lots, 
being Balance oJf> „ 
Gross Profit 


J. 11 
4S 


1310 
2249 

79S 



4 

10 



1 

1 


YaHs, 26488 


4352 


14 


2 


ToBalanceofStock ) iigg5 
on hand, j 


1565 








Dr. Profit & 


March 


SO 

n 

99 


Losses „ 

DiaeowUs is Allowances „ 
Capital, being Baiomee 
o/Na Prqftl „ 


40 
47 
45 


S56 

S9 

S 

466 


15 

1 

19 

6 


4 
6 
7 

5 


866 


2 


10 


1 


Dr. Capital. 


March 


so 


To Private Aecount Fol. 
To Balance 


48 


95 
11771 


4 
1 


6 
11 


11866 


6 


5 









Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPma 317 

'Nkk 10, LEDGER Second Pabt, Pbopebtt and Expense Accounts. 
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Mvrck 


SO 


By ProJU A Lou, Foi. 


47 


S9 


1 


6 


1 




AoooDNT. Or. 


March 


SO 


By Cloth Sales, 148Z3 Fol. 
ByBalanceofStock ) iiggs 
on hand, ) 

Yards, 26488 


46 
J, 13 


fl787 
1665 


14 






4362 


14 


2 








Loss. Or. 


March 

n 
n 


SO 


By Cloth Trading Aeeoimt, Fol. 
Glasgow Agency „ 
Packing Cases „ 


47 

SO 

u 


7dS 

68 

3 


10 
15 
17 


1 
7 


866 


2 


10 








Or. 


Tehry. 
March 

Murch 


11 
so 

30 


By Snndries 

ByProJUii Lossjor Net Profit „ 

By Balance 


J. 11 

■*7 


11400 
466 



6 



6 


11866 


6 


5 


11771 


1 


11 
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48 


i>r. 






Baj^nce. 




March 


so 


To Ledger Button 




942 


IS 


'* 


>» 


» 


BUU Receivable, Fol. 


49 


174 


9 


6 




>y 


tf 


Ccuh 




488 


10 


7 




> 


n 


PeUy Caeh 


40 


3 


19 







9 


>f 


GUugow Agtmey 


60 


646 


4 


10 




}9 


tt 


Trading Aecmmt,/or Cloth 


47 


1665 










n 


ft 


Worsted 


41 


619 










}9 


ft 


CoOon 


41 


666 










»> 


n 


Dye Stuffs 


41 


7Snf 










»i 


II 


Packing Cases 


U 


41 








n 


ff 


Cartage Account, for Hay A 














Com 


S9 


16 








ff 


If 


Manufaetwring Premises 


U 


SlOO 








M 


tf 




U 


4210 








>9 


ft 


Fixtures A FiUings 


45 


160. 





>l 


II 


Horses A Cart 


45 


80, 





13318 1 17 
1 


1 


Dr. 






Pkiyate 




Febry. 


18 


ToGftBh 


19 


15 








99 


26 


da 


20 


6 


10 





March 


27 
2 


da 
To Balance 


20 


13 


10 





36 








36 








>9 


8 


Cash 


20 


12 








99 


13 


do. 


21 


4 








yy 


16 


do. 


21 


8 


10 





9> 


20 


da 


21 


10 


10 





9> 


26 


do. 


22 


17 


9 


6 


>» 


27 
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23 


7 


16 





95 


4 
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30 

99 
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DiseowvU, 
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Capital 


49 
45 
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60 

11771 


18 
16 



1 


6 
9 

1 


11 
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17 
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SO 
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6 
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4 
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Bnj>» 


1 


Febiy. 


21 


To No. 1, Mansh 


23 


29 


39 


14 


6 


91 


22 


2, 


23 


29 


38 


18 





ff 


23 


3, April 


23 


29 


66 


10 





if 


99 


4, „ 


23 


29 


133 


4 


10 


If 


25 


5, March 


23 


29 


56 


11 


11 


99 

March 


26 
2 


6, „ 
To Balance 


23 


29 


32 


12 





366 


11 


3 


366 


11 


3 


99 


20 


Na 7, April 
8, May 


23 


29 


32 


10 


7 


ft 


21 


23 


29 


23 


1 


9 


19 


23 


9, „ 


8 


29 


106 


17 





99 


99 


10, June 


23 


29 


43 


5 


9 


99 


26 


11, „ 


23 


29 


31 


19 


3 


99 

Marcli 


27 
30 


12, April 
To Balance 


23 


29 


43 


12 


1 


647 


17 


8 


174 


9 


5 


J 


Dr. 








BnjA 




Marcli 


2 


To Balance 






667 


16 


6 


March 


35 


ToOaab, No 


.1 


22 


567 


\3 


6 


200 








99 


27 


da .„ 


3 


22 


100 








n 


30 








841 


16 


9 


1141 


16 


9 
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Regeiyable. 




Or. 


49 


Match 


2 

23 

26 

23 
30 


B/Balaooe 

By Cash, Na 1 
da „ 6 
da „ 6 

Diaoonnted, „ 3 
da „ 4 
da „ 9 

Betumed, „ 2 

Balance 


22 
22 
22 
22 
22 
22 
J. 12 


366 


11 


3 


366 


11 


3 


Mai 


■cb. 


39 

66 

32 

66 

133 

106 

38 

174 


14 
11 
12 
10 

4 

17- 
18 

9 


6 
11 


10 


6 




647 


17 


8 








Payabl 


E. 




Cfr. 




Febiy. 

w 
w 

Maich 

n 

99 


22 

» 

24 
»» 

2 
10 

» 

20 
30 


By Na 1, Maroh 26 

2, May 26 

3, Airarch27 

4, May 27 

By Balance 

Na 6, April 13 

6, June 13 

7, „ 23 

By Balance 


SO 
30 
30 
30 

30 
30 
30 


200 
143 
100 
124 




1 



16 



6 




667 


16 


6 


667 

94 

229 

260 


16 
2 

17 



6 
9 
6 



1141 


16 


9 


Mai 
1 


rch 


841 


16 


9 
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'' Dr. 






Glargow 




Febry. 


19 


To Goods 


516i 


2 


103 


3 


10 


» 


26 


do. 


825i 


3 


150 


6 


7 


» 


28 


Carriage 




9 


7 


16 


3 


March 


2 


Expenses 




J. 11 


IS 


2 


6 


1342 


274 


9 


2 


March 


5 


To Goods 


603 


4 


119 


6 


1 


99 


12 


do. 


740i 


5 


131 


18 


6 


99 


18 


do. 


827i 


6 


182 


1 


7 


t9 


26 


do. 


817i 


8 


138 


6 


2 


99 


30 


Carriage 




10 


* 4 


3 


4 


» 


99 


Expenses 

Yards 




J. 12 


18 


17 





4330i 


869 


1 


10 


March 


SO 


To Profit <fc Lom 


Fol. 


^ 


68 


IB 


7 


March 


30 


To Balance 






937 


17 


6 


646 


4 


10 
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AoENcnr. 


Or. 


60 


Febiy. 


27 


By Cash 


20 


37 


14 


6 


March 


2 


Expenses 


J. 12 


4 


3 





99 


M 


Salary 


J. 12 


8 


10 





n 


» 


Oomiuiflsion 


J. 12 




9 


6 


60 


17 





Marcli 


4 


By Cash 


20 


48 


10 





„ 


11 


da 


21 


24 


17 


11 


91 


18 


do. 


21 


126 


3 


8 


yy 


23 


Returns 


10 


4 


11 





Jf 


25 


Cash 


22 


17 


16 





9f 


30 


Ezpenses 


J. 12 


7 


12 


6 


n 


91 


Salary 


J. 12 


8 


10 





n 


» 


Conunisfdoii 


J. 12 


2 


14 


6 


291 


12 


7 


March 


30 


By Balance of Aflsets on hand, viz., 
Stock 348 4 6 
Book Debts 292 19 9 
Caah 6 7 


J. 13 


646 


4 


10 




937 


17 


6 
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^^ Dr. Black & Co,, 


Febry. 

ft 

March 
March 


23 
2 

12 


To Bill, 1 mouih, March 25 
do. 3 monihii, May 25 
To Balance 

To Bill, 1 month, April 13 
do. 3 months, June 13 


30 
30 

30 
30 


200 

143 

94 




1 
2 



6 
9 


437 


4 


3 


94 
229 


2 
17 


9 
6 


324 





3 








Dr. Smith & James, 


Febry. 

99 

March 
March 


16 

23 

2 

4 
16 
23 


To Cash £18 13 0. Disc*- 9/6 
da £23 9 0. Disc*- 12/1 
da £18 1 0. Disc*- 9/9 

To Cash 

da X71 1 0. Disc*- 3/2/10 
da £304 6 0. Disc' 7,16/6 


19 
19 
20 

20 
21 
21 


19 
24 
18 


2 

1 
10 


6 

1 
9 


61 


14 


4 


50 

74 

312 



8 
1 




10 

6 


436 


5 


4 
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Manchester. 


Cr. 


61 


Febiy. 

M 

Manih 
March 


19 
27 

2 
7 

13 


By Goods 
do. 

ByBaknoe 
By Goods 

By Goods 


9 
9 

10 
10 


343 
94 


1 
2 


6 
9 


437! 4 


3 


94 
229 


2 
17 


9 
6 


324 





3 


146 


3 


4 


Cannon Street. 


Cr. 




Febiy. 
March 

9f 

March 

i 


14 
18 
20 
28 

4 
18 

26 


By Goods 
do. 
da 
da 

By Goods 
da 

By Goods 


9 
9 
9 
9 

10 
10 

10 


19 

24 

3 

14 


2 

1 

12 

18 


6 

1 
9 


4 


61 


14 


124 
312 


3 
1 


10 
6 


436 


5 


4 


46 


2 


9 { 

1 
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Dt. S. W. Saunders, 


Febry. 

M^rph 


23 

4 

23 

30 


ToCaBh 
do. 
do. 


19 
20 
21 


50 
60 
35 
66 





3 





6 


191 


3 


6 


! 
1 




Dr. J. Smith, 


March 

1 
1 


1 


To Cash 


20 

1 


4 


2 


11 








Dr. F. Woodward, 


March 


12 


To Cash £9 4 6. Diac*- 10/ 


21 


9 


u' 


6 




1 1 


Dr. W. Johnson, 


March 
March 


23 
18 

30 


To Cash 

da £3 11 0. Disc*- 1/9 

ToBaknoe 


21 
21 


I 'I 



12 




9 


,63 


12 


9 


13 


14 1 6 


13 


14 6 


1 





Digit! 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-EEEPINa. 327 

No; 10, LEDGER. Third Pakt, Accouirrs with Creditobs. 



Fleet Street. 


Or. '' 


March 
March 


30 
30 


By Building Work 
By Balance • 


1 
10 , 

1 

1 

i 


191 


3 


6 


191 


3 


6 


66 


3 


6 


Mile End, Com Dealer. 


Cr. 


Febry. 
March 


28 
30 


By Goods 
By Goods 


1 
9 

10 


4 


2 


11 


18 


3 


10 

1 


Gresham Street. 


Or. 


Febry. 
March 


28 
30 


By Goods 
By Goods 


9 
10 


9 


14 


6 


12 


14 


10 


Southwark Street. 


or. 


March 
March 

99 

Mai-ch 


16 
23 

26 
29 

30 


By Goods 
do. 

By Goods 
do. 

By Balance 


10 
10 

10 
10 


3 12 
60 


1 
9 



63 ; 12 


9 


2 
11 


10 
4 



6 


;i3 


14 ' 6 


Il3 

1 


14 


6 
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ten 

Dr. Wilson & Brown, 


Febiy. 
March 

99 


24 

99 

23 
30 


To BiU. 1 Month, Ma«h 27 
do. 3 „ May 27 

To Bill, 3 Months, Jnne 23 
Balance 


30 
30 

SO 


100 

124 



15 






224 


15 





250 
225 



1 




10 


476 


1 


10 








Dr. T. Hat.t., 




6 


To Cash £9 2 6. Disc"- 9/6 


20 


9 


12 











Dr. PlCKl!K)BD & Co., 


March 


26 


To Cash 


22 


7 


16 


3 








Dr. Rent, Taxes, &c., 
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Leeds. Cr. 


Fehry. 
March 
March 


24 

11 
27 

30 


By Goods 

By Goods 
da 

By Balance 


9 

10 
10 


224 


15 





224 


15 





464 
10 


2 
19 


10 



475 


1 


10 


225 


1 


10 


Cheapside. Cr. 


Febry. 
March 


28 
30 


By Goods 
By Goods 


9 
10 


9 


12 





10 


2 


6 


Railway Carriers. Or. 


Febry. 
March 


28 
30 


By Oaniage 
By Carriage 


9 
10 


7 


16 


3 


4 


3 


4 


Payable. Cr. 


March 

n 

M 

» 

97 


25 

n 
n 
w 
« 


By Ground Bent 
Bates 
Taxes 

Insuianoe of Bnildings 
Gas 


J. 12 
J. 12 
J. 12 
J. 12 
J. 12 


25 
29 
37 
15 
16 




14 

10 



3 



() 


6 
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54 



INDEX TO LEDGER. 



First Pabt, DEBTORS. 



B. 



Brown, J. 



32 



Clarke, W. 35 

Cox,J. C 33 



Davis, J 37 

Dixon, W 36 

F. 

Ford, T 37 

G. 

Gibson, J 31 

Griffiths, E 36 



Harris, G. 36 

J. 

Jackson, H 33 

Jones & Wilson 31 

Jones, C 34 



M. 

Mason, W 37 

McDonald, A. 32 

R. 

Reynolds, T. 35 

Robertson, J 35 

S. 
Smith & Elliott 31 



T. 

Taylor, L. 34 

Thompson & Smith . . . . 33 



W. 
Walker & Jones. .. .. ..37 

Walker, R 34 

White, R.W 31 

Williams, J. H. 36 

Wright^ J 33 



Yates k Johnson 



32 
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54 



INDEX TO LEDGER. 



Second and Thibd Pabts, 
PROPERTY AND EXPENSE ACCOUNTS, and CREDITORS. 



Balance 48 

Bills Payable 49 

Bills Receivable 49 

Black & Co. 51 



Capital 47 

Cartage 39 

Cloth Sales 46 

Coal 42 

Cotton 41 

D. 
Discounts & Allowances . • 45 
Dje Staf& 41 

F. 
Fiztmes & Fittings . . 

a 

Gas 

Glasgow Agency. • 

H. 

Hall, T 53 

Horses & Carts 45 



45 



38 
50 



Interest 



Johnson, W. 



Losses . 



38 
52 
47 



M. 
Mannfacturing Account . • 46 
do. Premises • • 44 

P. 

Packing Cases 44 

Petty Cash 40 

Pickford & Co. 53 

Plant, Machineiy, dec. . • 44 

Premises . . 38 

Private Account 48 

Profit <fe Loss 47 

R. 
Rents, &c,, Payable • • . . 53 

S. 

Saunders, S.W. 52 

Smith <fe James 51 

Smith, J. . . . . . . . . 52 

Steam Power & Machineiy . . 42 

Sundiy Expenses . . . . 38 

T. 

Trade Expenses 40 

Trading Account . . . . 47 

W. 

Wages, Dyers 43 

do. Weavers . . . . 43 

Warehouse Wages & Salaiies 39 

Wilson <k Brown . . . . 53 

Woodward, F. 52 

Worsted 41 
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Dr. List of Ledger Drs., 

B^ng the Book Debts included 


31 

» 

32 

>> 

33 


Rmith & Elliott 
i. Oibeon 
R W. White 
Jones A Wilson 
Yates & Johnson 
A. McDonald 
H. Jackson 

Total entered in Jodbhal, FoL 11 


39 
66 
38 
91 
133 
32 
^5 


14 
10 

18 
7 
4 

12 
11 


6 


6 

10 


11 


457 ; 18 1 9 








Dr. Ledger Balances, 

Conaituting a LUt of the Amountt ofaXL ihe 


32 
33 

34 

« 

35 
36 
37 
52 


Sundry Pbbsohb Dr. 

Yatee & Johnson 
A. McDonald 
H. Jackson 
J. C. Cox 
J. Wright 
R. Walker 
C. Jones 
L. Taylor 
J. Bobertaon 
W. Dixon 
Walker &Jonee 
S. W. Saunders 

Total, carried forward to Triat. Balance, 

FoL 66 j 


160 
26 
36 
23 
44 
31 
32 

101 

14 

3 

43 

60 


2 
19 
15 

1 
15 
19- 
10 



3 
12 
12 




9 
3 

9 
9 
3 
3 

7 

10 
9 
6 

1 



656 


13 


9 
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Febrnary 11th, 1868. Or, ^ 
•n iht Purehaae of the Busin«$$. 












March 2nd. Or. 
UmetOtd Ledger Aeeountt at <&t* date. 


51 
62 
63 

99 


Sundry Febsonb O. 

Black & Co. 
F. Woodward 
T.Hall 
Pickford db Ck>. 

Total, carried forward to Trial Balahoe,! 

FoL56} 


94 
9 
9 

7 


2 

U 
13 
16 


9 
6 

3 


121 


5 


6 
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56 


Dr. Tbial Balamce, 






To Sundiy Ledger Debton, as FoL 66 


666 


13 


9 


38 


Premises, Maintenanoe & Bepair 


2 


1 


6 


>l 


Snndiy Expenses 


6 


13 


7 


39 


Warehouse Wages and Salaries 


22 


16 





l» 


Cartage 


7 


14 


11 


40 


Petty Cash 


6 


11 


9 


41 


Worsted 


829 


15 





99 


Cotton 


766 


4 


3 


y> 


Dye Staffs 


996 


15 


10 


42 


Steam Power and Machinery 


9 


15 





l> 


Coal 


9 


12 





43 


Wages, Weavers 


41 


15 


6 


>l 


„ Dyers 


28 


3 


9 


44 


Packing Cases 


40 


19 





M 


Mamifitcturing Premises & Buildings 


3000 








M 


Plant, Machinery, &e. 


4150 








45 


Fixtures and Fittings 


160 








>> 


Horses and Carts 


80 








46 


Cloth Sales 


20 


4 





47 


Trading Ajcoount 


1310 








48 


Private Account 


36 








49 


Rills Beoeivable 


366 


11 


3 


50 


Glasgow Agency 


274 


9 


2 




Cash, as V Cash Book 


469 


18 





13170 


14 


3 






1 
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March 2iid. 



Cr. 



66 



41 
44 
45 
46 
47 
49 
50 



By Sundiy Ledger CreditoiB, 
Worsted 
Packing Cases 
Discounts and Allowances 
Cloth Sales 
Capital 
Bills Payable 
Glaegow Agency 



as FoL 55 



131 

3 

8 

40 

978 

11400 

567 

50 



13170 



5 

12 

12 

9 





16 

17 



14 
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67 


Dr. Ledqeb Balances, 




CansHtuting a List of the AmaunU of aU the 




SUNDBT PeBSONB Dt. 








31 


Smith & Elliott 


17 


17 





99 


J. Gibson 


66 


1 


4 


y) 


Jones & Wilson 


69 


16 


11 


32 


Tates <& Johnson 


42 


18 


9 


)l 


A. M'Donald 


64 


19 


3 


yf 


J. Brown 


66 





3 


33 


H. Jackson 


34 


11 


3 


yi 


J. C. Cox 


40 


18 


10 


99 


Thompson & Smith 


83 


1 





34 


R. Walker 


83 


17 


11 




C. Jones 


36 


13 


7 


|> 


L. Taylor 


16 


3 


4 


36 


J. H. WilliamB 


36 


17 





ff 


J. Robertson 


14 


3 


9 


91 


8. Reynolds 


87 


7 


4 


36 


R Griffiths 


21 


16 


7 




G. Harris 


20 


6 


8 


II 


W. Dixon 


11 


2 


6 


37 


J. Davis 


13 


16 







W. Mason 


16 


6 





n 


T. Ford 

Total carried forward to Tbial Balance, ) 

F0L68/ 


121 








942 


13 


3 






• 





Digiti 



zed by Google 



UNIVEBSAL ST8TEM OF BOOK-KEEPINO. 
No. 11, BALANCES BOOK. 



337 



March SOth. 
UiuetUed Ledger Aeeounts at thu DaU. 



61 
52 

n 



53 



SuiTOBY Pebboks Or, 



Black k Co. 

Smith k James 

S W. Saimden 

J. Smith 

F. Woodward 

W. Johnson 

Wilson k Brown 

T.Hall 

Pickford k Co. 

Ground Rent 

Bates 

Taxes 

Insurance of Buildings 

Gas 



Or. 



Total, carried forward to Trial Balance, ) 

Pol. 68/ 



655 



18 



57 



146 


3 


4 


46 


2 


9 


66 


3 


6 


18 


3 


10 


12 


14 


10 


13 


14 


6 


226 


1 


10 


10 


2 


6 


4 


3 


4 


26 








29 


14 


6 


37 


10 





16 








16 


3 


6 
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58 


Dr. Trtat. 


Balance, 






To Sundry Ledger Debtors, as FoL 57 


942 


13 


3 


38 


Premises, Maintenance & Hepair 


140 


9 


6 


99 


Sundry Expenses 


35 


6 


8 


9f 


Interest 


1 


10 


9 


n 


Gas 


16 


3 


6 


39 


W arehouse Wages & Salaries 


63 


4 





» 


Cartage 


76 


5 


5 


40 


Petty Cash 


3 


19 





41 


Worsted 


1304 


16 


10 


99 


Cotton 


1142 


5 


1 


» 


DyeStuflBi 


1479 


3 


11 


42 


Steam Power & Machinery 


40 


2 


3 


» 


Coal 


19 


14 


6 


43 


Wages, Weavers 


98 


2 


6 


II 


„ Dyers 


66 


18 





44 


Packing Cases 


60 


16 


10 


» 


Manufacturing Premises & Buildings 


3160 








99 


Plant, Machinery, <fea 


4210 








45 


Fixtures <& Fittings 


150 










Horses <& Carts 


135 










Discounts & Allowances 


6 


9 


9 


46 


Cloth Sales 


20 


4 





47 


Losses 


39 


1 


6 


II 


Trading Account 


1310 








48 


Private Account 


95 


4 


6 


49 


Bills Receivable 


174 


9 


5 


50 


Glasgow Agency 


869 


1 


10 




Cash, as 9 Cash Book 


488 


10 


7 


16139 


12 


7 
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March 30ih. 



Or. 



68 



41 
44 
45 

n 

46 
47 
49 
50 



By Simdxy Ledger GreditoRy 
Worsted 
Paddng Cases 
Horses & Carts 
Disooimts ic Allowances 
doth Sales 
Capital 
Bills Payable 
Glasgow Agency 



as Fol. 57 



655 

11 

23 

55 

52 

2807 

11400 

841 

391 



16139 



18 

2 

14 



10 

18 



16 

12 



12 
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CHAPTER X. 

Sufplehbntal Forms for Aooount Hooks. 

The present chapter will illustrate some of the many ways 
in which the forms of the Books may be varied in different 
businesses. It contains a number of additional methods of 
account which may be usefully employed in particular cases, 
or which circumstances may sometimes render necessary. The 
Sets of Books in the preceding chapters are complete in them- 
selyeSy and these additional methods, with all requisite explana- 
tions, can most conyeniently be given as supplemental forms 
separately. They include various details, which are not given 
with the previous Sets, but which may be added when required; 
and various alterations of form, adapted to trades of diverse 
character. The whole of these forms, comprising the entire 
contents of the four chapters, may be regarded as affording 
material for selection and comparison, in any business in which 
it is desired to obtain the best and most suitable forms for the 
arrangement of the books. They are intended to be all taken 
into consideration together, as constituting a single compre- 
hensive System, having for its object, to provide the method 
by which the principles of scientific book-keeping may be best 
adapted to every description of trading accounts. 

CONTENTS. 



Section No. I. 



DAYBOOK 

Forms for D^y Book. A 
B 
C 
D 



page 


343 


99 


368 


99 


369 


19 


370 


99 
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Section No. I. DAT BOOK. 
{See Pages 368 to 371.) 

The Day Book is arranged, in Sets L & U., in that form 
which is the most generally usefdl. The same farm of book 
is used in both those Sets ; Set II. haying an analysis of the 
entries, dividing them into the three separate departments 
of the business, added to it, and forming a third short cash 
column of three lines at the foot of each page. In some cases, 
where the individual entries are lengthy, many of them ex- 
tending over more than one page, it may be convenient to 
subjoin the analysis, and post to the Cr. account in the Ledger, 
at the foot of each entry^ instead of at the foot of the page ; and 
one of the first three of the forms of which examples are given 
may be used. 

These examples are lettered A (page 368), B (p&ge 369), C 
(page 370). The fourth form given, and which is lettered D 
(page 371), is appropriate in those businesses where the entries 
are, either, few — and the analysed summary may most con- 
veniently be made once a week; or where they are very 
numerous — and it may be made every day. 

In using either Ay B^ or C^ the entry in the Day Book is first 
posted to the debit of the individual; the folio of the Ledger is 
placed in the margin ; a line is drawn imder it ; and the 
respective Choda Accounts are then credited, and their folios 
written in the margin, imder the line above referred to. 

It will be seen that in A and B the check on the exact 
correspondence of the Drs. and (7r«., as shown by the castings 
at the foot of the page (see observations on the Day Booh in 
Chapter VUl.), is lost ; and the use of C requires wider paper, 
and therefore a larger account book. Dy if it can be con- 
veniently made use of, is unobjectionable. 
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SKcnoN No. II. CASH SALES BOOK. 
{See Pages 372 to 375.) 

The Form A (pago 372) is adapted to be used when the Gash 
Sales constitute a large proportion of the business done> and a 
separate aocount is kept of the sales and profit of the various 
departments of the business. Each salesman will be provided 
with a leaf of copying paper, which being placed under the 
account, or invoice, which is delivered to every customer, the 
pencil produces, at the same time, two fac-simik copies. One 
of these is receipted and given to the customer, and the other 
is handed up to the cashier with the money. These DupUeate 
Invoices are filed, and their amounts entered in books kept for 
the purpose, in the form here given ; the totals of which show 
every day — 1. The amount sold in each of the separate Depart- 
ments ; 2. The amount sold by each individual Salesman ; and, 
3. The exact equality, of the total Sales, with the total Cash 
received by the cashier. 

No. 1, the Cashier^s Book, contains a column for every Sales- 
man employed, each being headed with the name and number 
of one man ; and it shows, every day, the amount of sales made 
by each, and the total cash received. In No. 2, the Dissecting 
Book, each page is headed with the name of one salesman (or 
separate books may be kept, one for each man), and the page is 
divided into a number of cash columns, corresponding with the 
various departments, more or less in number, into which the 
business is divided. Every invoice is entered here, in an 
analysed form, showing the amount in each department 
No. 3, the Summaries Book, is in the same form as No. 2; 
it contains the castings of the former book or books, and gives 
the total of the day's business. The amount of business done 
by each salesman appears in the right hand column ; the last 
line gives the sales for the day in each department ; and the 
total, £S0 6 4, should correspond exactly with the amount 
entered in the Cashier's Book. 
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The Form B* (p&g6 374), is useful in retail businesses, where 
space is limited, and it is convenient to have one book, and only 
one lying on the counter, in which all cash entries may be 
made. It exhibits the Daily Caahy Petty Cashy and Cash Sales, 
all combined in one account, and is so constructed, that every 
amount paid, or received, may be instantly set down, in a book 
always lying open for the purpose. The Banking Account will 
be kept separately^ in the usual form'; and a fair copy General 
Cash Book, constructed as in the foregoing model Sets, may, 
or may not, be added. The postings to the Ledger, may, 
if desired, be made from this Daily Cash Book, and from the 
Banking Account Book ; but these are, frequently, in the hurry 
of business, kept in a very rough form, and it will usually be 
preferable to keep a Cash Book, into which the entries may 
be methodically copied, and from which the postings to the 
Ledger are to be made. Not much extra labour will be 
required to keep this additional book, as it will save trouble 
in posting up. The Gash Sales may be entered in it, in one 
line, weekly, or even monthly, and the Petty Expenses the 
same ; the daily amounts being taken out, and added up at 
the end of the week, or month, in the Daily Book. 
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Section No. III. 

STOCK-IN-TRADE ACCOUNT in the Ledger, 
AND Method of Balancing it. 

See Set II. Ledger, FoKos 46, 47, 48, 51. 

{See Pages 376 to 379.) 

The Stock-in-Trade account might be dispensed with 
altogether by carrying forward its amount, as balances, on 
the Dr. side of the " Cotton," " Linen," and " WboUen " 
accoimts, respectively. It is separated, and placed in an 
independent accoimt, in Set II., and, similarly, in Set I., 
in order that the yarions Ooods Accounts may consist exdu- 
siyely of, and show, on their Dr. side, the whole purchases, and 
on their Cr. side the whole Sales. The form given here will 
make perfectly clear the method of balancing the Stock-in- 
Trade Accoimt, at the second and subsequent stock-takings. 
Suppose the accoimts to proceed for six months further, and 
that the Stock is again taken, and the books balanced, at the 
end of September. The amount of Stock on hand at that time 
will be entered in the Journal, in the same manner as on 
March SO, crediting the yarious Ooods Accounts with it; an 
entry haying previously been made, by which the former 
balance is written off to the debit of the same accounts. 
(See the example, page 376.) Each Ooocb Account will thus 
be made to show the gross profits on the trading, by adding 
the previous Stock to the amoimt of Purchases, and Hie present 
Stock to the amount of Sales. 
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Section No. IV. 

TOTAL RETUENS OF BUSINESS. 

Method of Drawing up an Account Supplemental to 

THOSE m THE LeDOSR OF SeT II. 

{See Pages 380 to 385.) 

The accounts in Set II. being divided into three separate 
departments, there is no folio in the Ledger which will show 
the whole returns of business. In order that this may be 
made to appear, an account must be opened expressly for the 
purpose. This account will be in the nature of a Memorandum, 
that is, an account constructed for a special purpose, besides, 
and in addition to, all those accounts which are necessary for 
obtaining a dear and regular statement of profit and loss, and 
which is not needed, or used, in the process of balancing the 
Ledger. 

An example is given of a '' Memorandimi Account,'' to be 
appended to Set II., and which is abstracted from the accounts 
of ''Cotton," Folio 46; ''Linen," Folio 47; and " Woollen," 
FoUo 4S of the Ledger in that Set This example is lettered A 
(page 380), and is drawn up in a form suitable for entry in 
an ordinary Ledger. 

The same account may very conveniently be exhibited in 
a tabular form, in parallel columns, so constructed that the 
gross totals may be obtained without repeating any of the 
amounts. An instance is given in the Form lettered B 
(page 384), in which the various sums are cast up from left to 
right as well as perpendicularly. This Form, however, has the 
disadvantage that it is unsuitable for entry in the Ledger, and 
requires a book or sheet to itself. 
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Section No. V. 

PABTNEESHIP ACCOUNTS. 

{See Pages 386 to 401.) 

In the preceding Seta of Books, there are given, in Set I, 
two accounts representing the proprietor of the business ; viz., 
the Capital Accounty shewing the property he has in the 
business ; and the Private Accounty shewing the amount drawn 
out for his personal use. Since these two accounts are brought 
together at Stock-taking, by transferring to the first of them 
the whole amount or balance of the second, it will be apparent, 
that a single account headed with the name of the individnal 
would answer the purpose of them both, and the division into 
two accoxmts is optional. The reason why two accounts are 
used instead of one, is for greater clearness and perspicuity. 
The Pnmte Account is frequently very lengthy ; it often has 
many entries on both the Dr, and Cr. sides ; and by keeping it 
separately, the amount of the sums that are drawn out, or paid 
in, as the case may be, can be transferred periodically to the 
Capital Accounty in one line, with convenience and advantage. 
The method followed in Set II, where each partner's Capital, 
and Private Drawings, are contained in one account, headed with 
his name, is frequently used in businesses which are the pro- 
perty of two partners ; but to make it quite clear, before 
proceeding further, that these accounts have the same effect as 
those in Set I, they will be given here in an altered form, 
dividing each of them into a separate Capital, and Drawing, or. 
Current Account. 

This Form is lettered A (page 386), and consists of the 
accounts of the partners, Messrs, A. B. Smith, and J. Thompson, 
from the Ledger in Set II. 

It is desirable, however, in some cases, to adopt an entirely 
different form, and to take the partner's accounts out of the 
General Ledger; a separate Private Ledger being provided pur- 
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posely for them. The general Ledger will then contain onb 
account of CapUal, which includes the whole capital employed 
in the bufliness ; and the shares in which this capital is con- 
tributed by the partners, the sum which each of them is entitled 
to claim from the business, and the proportions in which the 
profits are divided between them, are separated from the other 
accounts, and kept by themselves. This principle is employed, 
of necessity, in the accounts of Joint Stock Companies, the 
partners in which are more or less numerous, and whose 
capital consists of transferable shares. And it will be found 
convenient to adopt it in some businesses, when the capital is 
held by two or more partners in unequal shares, and when it is 
thought desirable that their individual accoimts' should be kept' 
private. 

Three Forms are given lettered B (page 390), C (page 394), 
and D (page 398), illustrative of the Partners' Separate Private 
Ledger. These are adapted to the figures in the Ledger of Set 
III ; and each of them may be taken to be an appendix to that 
Set, consisting of an additional book, constructed on the sup- 
position that the business belongs not to an individual, but to a 
partnership. The method of operation differs from that of a 
Joint Stock Company, in the provision it contains for per- 
mitting meney to be drawn by the partners before a dividend 
has been made. 

The General Ledger contains one account headed Capital^ the 
balance on the C7r. side of which is the whole net capital in the 
business, and which is credited with the whole net profit; and 
also a Private Drawing Account tor each partner, the sums total 
of the latter accoxmts being debited to the former at Balancing. 
The Partners' Private Ledger contains an account called Joint 
Capital, which is treated as a Property Account, and is debited 
with the amounts of Capital in the business, and profit made ; 
while the partners' several personal accounts are credited with 
the amounts held by each of them. This account of Joint 
Capital is, therefore, exactly the converse of the C<^^itdl Account 
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in the general Ledger. Whatever balance appears to the credit 
of Capital in the general Ledger, the same amount will appear 
to the debit of Joint Capital in the private Ledger; and the 
total of the balances due to the several partners will amount to 
the same stun. The Partners' accounts thus set forth the 
respective shares in which the balance of the Joint Capital is to 
be apportioned between them. 

Li the Form B (page 390), the names of the partners in the 
undertaking are given as Mr. A, B. Smithy and Jfr. J. Thomp^ 
son, two in number, each taking a half share of the profit after 
payment of interest, and Mr. W. Jones is introduced as a Cash 
Creditor, for the sum of £4,000 advanced by him to the firm, at 
six per cent, interest; an accoxmt of this transaction being 
kept, together with the partners' accounts, in the Private 
Ledger. 

The several accounts in this Form are constructed in the 
following manner. In the first place — Interest is debited, and 
the partners are credited with interest on their respective 
balances. This arrangement is made, siace the profit is equally- 
divided, while the amoimts of capital contributed by the two 
partners are unequal; and it is therefore equitable, that previous 
to the division of profit, an allowance should be made to each of 
them, of interest on his own capital. Mr. Jones is also credited 
with interest due to him on the amount borrowed from him. 
The collective amount of this interest is then credited to the 
Interest Account^ and debited to Joint Capital. Joint Capital 
will then be debited with Profit, that is, with the balance 
remaining after deducting this interest from the amount of 
profit appearing in the General Ledger ; and credited with the 
amount drawn out, as per Mr. Smith's Private Account in the 
General Ledger. The Balance brought forward to the debit of 
Joint Capital £11,771 Is. Ud. (beiag the same as the balance to 
the credit of Capital in the General Ledger), will correspond 
with the sum of the balances standing to the credit of the two 
partners and of Mr. Jones. 
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Note, — ^No Interest is dedncted on the amount drawn out, 
here supposed to be drawn entirely by Mr, Smith. It is, how- 
ever, frequently agreed and arranged in similar cases, to deduct 
from the interest, calculated on the previous balance of capital, 
interest, per contra, at the same rate, on the simis drawn out. 

Note also. — Mr. Jones appears here to be a Creditor for 
Interest due to him. When this Interest is paid, it will be 
debited, as Mr. Jones has no account in the General Ledger, to 
the private account of one of the Partners, and transferred, out 
of such accoxmt, to the debit of Mr. JoneSy in the Private 
Ledger; Mr. Jones being made Dr. for the money, and the 
Partner Cr. 

In the Form C (page 394), Mr. A. B. Smith, Mr. J. Thomp- 
son, and Mr. W. Jones, are named as the Partners constituting 
the Firm, and the business is supposed to be owned by them in 
fixed shares ; Mr. Smith being the holder of a half share, and 
the other two partners of a quarter share each. Such part of 
the Profit as may be mutually agreed upon, is to be drawn out, 
and paid over to each partner, and the balance of undivided 
profit is to go to the increase of the capital employed in the 
business, and to be credited to the several partners, in the same 
proportions as above named. In this Form, there is no Interest 
account, since the business is owned, and the Profit is divided, 
in fixed proportions, and it is, therefore, unnecessary. (See 
remarks on Interest, Chapter YIII, page 126.) 

The Profit account will here be followed by a Dividend 
account, to which will be transferred the proportion of the 
profit which it is agreed to divide ; the remainder of the profit 
may either be carried to the credit of the partner's accounts, as 
here shewn, or, according to the circumstances of the business, 
it may be carried down as a balance forward of Undivided 
Profit, to the credit of the Profit account, and in augmentation 
of the profits which will accrue for division at the next 
balancing. 
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The constraction of the varioas accounts is obyious, and 
requires no explanation. It will be seen, that the Dividend 
account indicates the muns which the several partners are about 
to draw out, and which will pass to the debit of each of them, 
and to the Credit of Joint Capital, after they have been 
drawn. 

In the circumstances in which this Form is used, the private 
drawing accounts in the General Ledger will assume an altered 
character ; since they will usually consist only of each partner's 
proportion of profits, drawn out in one sum, at the time when 
the amount is agreed on; and will be comprised in a single line 
each year or half year, corresponding to the entries made in the 
Gash Book when the money is drawn. These accounts will, of 
course, be balanced in the general Ledger, by transferring their 
amounts to the Debit of Capital ; and in the private Ledger^ 
the same amounts will be debited to the individuals, and 
credited to Joint Capital, 

It will be observed that the profit will probably be divided, 
and the amount drawn by the partners, immediately after the 
books are balanced. The Capital account in the General 
Ledger, and the whole accoxmts in the Private Ledger, will 
consequently always be, in a sense, behindhand, as they will not 
include any entries of the amoimts which are taken out of the 
business at the time when the books are made up, and the 
balance appearing to the debit of Joint Capital, viz., in this 
example, £11,771 U. lid, is not the amoxmt that will really be 
carried forward, but this sum, less £S0 to Mr. Thompson, the 
same to Mr. Jones, and as much to Mr. Smith, as together with 
his previous drawings, will make up £100. 

In Form D (page 398), this is altered. There, it is supposed, 
that with the object of carrying forward in the subsequent 
account^ the true balance of the Capital that will remain in the 
business, the closing entries of the General Ledger, and the 
Gash Book also, have been postponed, imtil the profit has been 
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oalculatedy and the amount to be drawn out has been agreed on» 
and the sums so agreed have been paid over to the Partners. 
It is in all other respects the same as C. 

Note. — ^If desired, the Partners? Accounts, the Capital Account, 
and any others as well, may be entirely removed from the 
Oeneral Ledger, and kept in the private Ledger only, by 
adopting the expedient of an account in the General Ledger, 
headed. Private Ledger, to which aU amounts so to be trans- 
ferred may be debited or credited. Li the p^vate Ledger there 
will be a corresponding account headed Oeneral Ledger, and 
from this, each item will be carried to its own appropriate account; 
the General Ledger can then be balanced completely, by 
itself, and the whole of the supplementary accounts in the 
private Ledger can be kept subject to the inspection of no 
person besides the partners themselves. 
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Section No. VI. CASH BOOK. 
Various Forms for the Cash Book, differing from thosb 

GIVEN IN THE PRECEDING MoDEL SeTS. 

(See Pages 402 to 413.) 

With reference to the special form in which the Cash Book 
ought to be kepty there will be yarious opinions. The exigencies 
of different businesses render necessary many widely diffisr^it 
forms, according to circumstanoes ; and individuals will judge 
for themselves as to the greater suitability of one method or 
another as regards their own trade, and their own habits and 
preference. One thing only is needed to fulfil all the require- 
ments of good book-keeping ; and that is, that the account, 
whatever form it may assume, should be a complete account, 
including eyerything, and constantly checked by comparison willi 
the balances in hand. The several forms of Cash Book given 
here, may be examined in conjunction with those given in the 
preceding Model Sets ; and in order that the points of difference 
may be most easily seen, the names and figures are uniform, 
and are the same, or similar, to those appearing in Set II. 

Six separate Forms are given, lettered A (page 402), B (page 
404), e (page 406), D (page 408), E (page 410), and p (page 
412). 

A AND B (pages 402 to 405). 
Cash Book, including Bank Column. 

These two Forms are constructed on the same principle, and 
contain the same transactions. They differ only in the arrange- 
ment of the Bank Account ; the side of the book on which the 
Bank receipts and payments are entered in the first, being 
reversed in the second. Either of them may be adopted, but 
the first has the merit of greater simplicity, its middle column 
containing the Cash account in a complete form, and the post- 
ings to the Ledger being made from this column only, while 
the right-hand columns give the Bank Account, separately and 
additionally. 
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When the second Form is used, the transfer entries, of money 
received from, and paid to the Bank, which appear on both 
sides of the book, are not to be posted; but in the column 
appropriated to the Ledger Folio a check mark is to be placed, 
against each of the two correspondiag amounts, on the Dr. and 
Cr. side, simultaneously. 

In using these Forms, the Gash Account is contained in three 
Books:— 1. The Cash Sales Book; 2. The PeUi/ Cash Book, in 
which all small payments are set down, and the total is carried 
into the Cash Book, at the end of the week ; and, 3. The Cash 
Book, comprising the whole cash accotmt ; all receipts and pay- 
ment, except those included in the two books above named, 
being entered in it at the tima 

These Forms have the merit of combining three separate 
books in one, viz., the Daily Cash, Banking Account, and Cash 
Books, but the use of them will scarcely be found to save trouble ; 
indeed, it is constantly found in practice, that the division of the 
account into three books is, notwithstanding the extra trouble 
of the fair copy Cash Book, both quicker and less laborious, 
because of its extreme simplicity, the ease of writing in a rough 
entry book, and the greater £EU)iliti6s it affords for daily balancing. 

O (page 406). 

Gash Book, when a Daily Gash Bbgbipt Book is Kkpt. 

This Form is suitable for businesses where the Daily Beceipts 
are very numerous. Three books are required — 1. A Daily 
Gash Becbipt Book, in which all moneys received from Debtors 
are entered, and from which they are posted to the credit of 
their respective accounts in the Ledger. The Sum Total of this 
book will be carried into the Gash Book every day. 2. A 
Petty Gash Book, as in A and B. 3. The General Gash 
Book, in which the Bank Account is included; same also as 
in A and B. In this case, the combination of the Gash Account 
and Banking Account in one book is advantageous, and free 
from any objection. 
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D (page 408). 

Gash Book, when a Daily Recbift Book is Ebft, and 

WHEN Cheques only are Paid awat, and no Cash. 

This Form consists of the same figures as C, but they are 
arranged on the supposition that all payments are made by cheque^ 
and in no other maimer. Here the Petty Cash will be arranged 
as in the Model Set III., and is represented in the Cash Book 
by a cheque, drawn from time to time, and the Wages, &c., are 
paid, every Saturday, by means of a cheque drawn for the 
purpose ; all the payments, consequently, . go against the 
Banking Account, and the amount of Cash reeeived from 
the Bank is the same as the whole amount paid away. 

In this Form the Discounts allowed to Debtors will be collected, 
and carried into the Journal, from the ''Daily Cash Receipt Book.'' 

E (page 410). 

Cash Book, cobiprisixg the Banking Account and Cash 
Account combined in One. 

This is a Cash Book, constructed so as to render a separate 
Banking Account Book unnecessary, by arranging the entries so 
that the Cash in the House is merged in the Banking Account, 
and one Balance includes the whole. This plan, or one similar 
and resembling it, has found favour with a large number of 
respectable and old-established houses of business; but it is 
attended with the great disadvantages of being complex and 
artificial. It may be taken to be a radical error in the 
construction of any system of accounts, if they are so 
formed as to restrain free action. A good system of accounts 
ought to have a proper place for the entry of every possible 
transaction, and it is altogether a mistake for a man so to fetter 
himself by the requirements of a system, that he is prevented 
from paying money in the most convenient manner. The 
course he adopts should be that which is the most easy and 
convenient, and not that which is imposed upon him by an 
arbitrary arrangement of the books. Again, the present 
method can scarcely be said to be a truthful representation of 
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a man's tranBactionSy since the actual payments made are 
necessarily entered in the book in an altered form, and not as 
they have reaUy occurred. And, still further, this method does 
not save trouble, as it is aknost absolutely necessary to keep a 
rough copy Cash Book, in which all the amounts will be entered 
at the time in a natural manner, and firom which this book will 
afterwards be made up as a fair copy Cadi Book. 

With these preliminary observations, this Form will now be 
explained. In the first place a rough copy Pettp Cash Book 
must be kept, in which are to be entered all the payments made 
during each week in Cash. 2. A sum of money must always be 
kept in the house, over and above all the balance of the Cash 
Book ; and this must be large enough to meet all the demands 
likely to be made upon it during the week for the Petty Cash. 
3. The whole amoxmt received from Debtors is to be paid, every 
week, in one or more sums, into the Bank, and with exactness ; 
that is to say, the Amount paid in must be, every week, exactly 
the same as the Cash received. 4. But as the extra balance kept 
in hand (which may be taken for the present set of accounts as 
£50), must always be made up to its original amount at the end 
of the week, a sufficient sum must be retained, when the money 
is paid into the Bank, for this purpose, and a cheque for the 
same amount must be drawn and paid in : that is to say, a 
cheque for the amount of the week's petty cash must be paid 
into the Bank every Saturday, and the amount, in cash, 
retained in the till out of the receipts ; or if only cheques have 
been received, a cheque for this amount must be drawn and 
cashed. The £50 is thus always restored, as before, at the 
beginning of every week. 5. These petty cash payments, to 
avoid the trouble of Journalizing them, are to be entered, in an 
analysed form, in a column in the Cash Book appropriated to 
the purpose. 

In the example given, the permanent Balance of Cash 
retained in hand does not appear in the account, being extra 
to it. In the course of the week, Sundries, amoxmting to 
£18 3s 6d are paid out of it, and a cheque for the same amount 
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is drawn and cashed, if the receipts are all by cheque ; or if the 
receipts be either wholly, or a sufiicient part of them, in money, 
so that the £18 3s, 6d, can be taken out from them, then this 
cheque will be paid into the Bank, to make up the exact sum 
paid in altogether, of £2SS Sa. 5i., corresponding with the 
week's receipts. By adopting this process, there is no balance 
in the house except the permanent balance of £60, and the 
balance of the Cash Book always represents the available 
Balance at the Bank. 

P (page 412). 
Cash Book, whsrb no Account is £spt of Small 

DlSBUKSBMSNTS. 

It may be sometimes rendered necessary by circumstances ta 
omit some portions of the Cash Account. The proprietor of a 
retail business, requiring the whole amount of Cash taken to be 
paid over to himself, and being obliged to act as his own cashier 
and make all his own payments, may possibly find that his time 
is so entirely occupied in following out the various details of his 
business, that it will be practically impossible for him to keep 
an exact account of aU small sums paid away. This deficiency 
is undesirable, and to be regretted, but should not be allowed to 
prevent the Cash account from being bcUanced with accuracy at 
least once in the week ; and the form now given will supply 
the method in which this may be done, and the deficiencies 
accoimted for. 

All known payments being first entered, cast up the two sides 
of the account. Insert the Balance of cash that is found to be 
in hand, and the deficiency will have been taken out of cash, for 
the two items of Private Account, and Pettp Expenses of business. 
After setting down a reasonable sum for the latter, the balance 
of deficiency is to be set down to the former. 

Note. — In using this Form, any Cheques drawn for private use 
need not be entered in the Cash book at all, as the amount of 
them will go into the Balance of Deficiency/, and the whole 
balance of deficiency is to be debited to Private Account. 
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Sbction No. VII. 

SEPARATE BOOK DEBTS ACCOUNT. 

{See Pages 414 to 423.) 

In this Section, an explanation will be given of a method of 
keeping the Private Ledger, which is, in many cases, of very 
great utility and advantage. The title given to it is founded 
on the provision which is made for the construction of two 
additional Ledger accounts, headed, respectively, Ledger 
Debtare, and Ledger Oreditora; and which are so arranged, that 
they will show, on inspection, at all times, the first of them, the 
total amount that is owing to the firm, and the second, the 
total amount that the firm owes. 

The work of extracting from the Ledger, and casting up the 
amounts of the various balances that are due from debtors, and 
to creditors, is the most laborious part of the process of 
balancing the books, and that in which errord are most likely to 
occur. In many businesses, the list of these balances is very 
lengthy, particularly on the Dr. side, and it is sometimes so 
voluminous as to render the task of making it out both difficult 
and protracted, and possibly so much so, that it cannot be 
performed except at distant intervals. In these cases, the use 
of the present method becomes most advantageous, as it enables 
the person by whom the Private Ledger is kept to make up and 
balance his accounts without any reference to the Customera^ 
Ledgera ; and the monthly Trial Balance can always be obtained 
with ease and certainty, and in a very short space of time. It 
also becomes perfectly easy to keep the Private Ledger (that is, 
the Ledger containing thd Property and Expenae accounts) 
quite separate and distinct from all the accoimt books that are 
required for daily use ; it may, in fact, be kept in a private 
office, and subject to the inspection of no one but the principal 
or his confidential clerk. And, iurther, at the times when the 



Digiti 



zed by Google 



360 BABNES'S NEW IMPROVED 

debtor and creditor balances are taken out from the Ledgers in 
whicb the personal accounts are kept, and tkeir totals are cast 
up, the sums which these totals should amount to are known 
beforehand, as they should correspond exactly with the balances 
of the Ledger Debtors* and Ledger Creditors* aocoonts in the 
Private Ledger ; and thus the accuracy of all the postings of 
all the personal accounts is confirmed and verified. 

To carry out this plan, a special arrangement of the books is 
required. It will be necessary to use the Journal^ not as in the 
three preceding model Sets, but for the purpose of collecting 
together from the other books a complete abstract of all the 
transactions of the business. These will be gathered into it at 
stated intervals, the most convenient being once every week, 
and the Private Ledger is then to be made up by posting from 
the Journal exclusively. 

In the present example, the figures given are those of the 
accounts in Set II. On turning to the Ledger in that Set, and 
referring to the Balahce account, Folio 61y it wiU be seen that 
the first Une on each side consists of Ledger Debtors and 
Ledger Creditors, the respective amounts of which are obtained 
from the Balances Book, and consist of the sums total of the 
balances which have been extracted from the Ledger. By the 
method now given, the same sums will be found standing in 
the private Ledger, as the balances of the two accounts which 
are opened for the Ledger Debtors and Ledger Creditors in it. 
To make up these accounts and obtain these balances, the first 
named of the two will require to be debited with the amount of 
all goods sold, and credited with all Cash and Bills received 
from, and allowances made to Debtors ; and the second, in the 
same manner, must be credited with all purchases and other 
items that are credited to the accounts of individual Creditors, 
and debited with all sums that are paid to, and allowances 
made by them, and with all Bills Payable that are accepted. 
In other words, these two accounts are to be debited and 
credited respectively, with all the amounts that are debited and 
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credited in Set II. to the whole of the Personal Accounts ; of which 
they will conBequently fomiflh the sums total. 

The mode of operation by which these results are obtained is 
as follows. 

1. The totals of the Day Book and Bought Book, or, if the 
business is divided into separate departments, an analyzed 
summary of them, is to be carried from those books, not into 
the Ledger^ but into the Journal. The Day Book, on the 
supposition that the books are Journalized weekly, which is the 
most convenient time, will be kept as Form D, Section No. I., in 
the present Chapter; and cast up, or the summary made^ at the 
end of each week ; so that the amount of business done may be 
entered in the Journal, where the sum total of the sales will be 
credited to the Qoode Account^ or Trading Account^ and debited 
to Ledger Debtors; and the sum of the purchases, in like 
manner, will be debited to the Goods Account^ or Trading 
Account^ and credited to Ledger Creditors. 

2. The Gash Book requires an extra colunm (see Form, 
page 420} to show the total amounts that are received from 
Ledger Debtors^ and paid to Ledger Creditors^ each week. All 
these will be posted to the credit or debit of the accounts with 
the individual debtors, or creditors, in the Ledgers where their 
accounts are kept; but every other entry in the Cash Book, 
(that is, all payments for expenses) instead of being posted to 
the Ledger, will, as above, be carried into the Journal. The 
whole of the Cash transactions are to be entered in the Journal, 
Ledger Debtors being credited with all cash received, and Cash 
debited with the same sum; and, vice versd, Ledger Creditors 
will be debited with the amount of cash paid to them, and Cash 
will be credited. The entries to the debit and credit of Cash 
will be posted to a Cash Account in the Ledger, in which each 
week's cash receipts and payments will appear in one line, and 
its balance will, of course, correspond with the balance of the 
Cash Book. 

3. Bill Book. This will be posted exactly as the Cash 
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Book; the various Bills being carried to the account of the 
persons from whom received, or to whom given, and in the 
Journal, Ledger Debtors and Ledger Creditors will be credited, 
and debited^ respectively, with the amount of Bills Receivable 
received, and Bills Payable given. Bills Receivable^ and BiUs 
Fayable^ will be posted Jrom the Journal to an account opened 
for each of them in the Ledger ; the form of Bill Book given 
in Set III. is therefore to be used, and not that in Set II. 

4. Journal. It will be observed, that in carrying out the 
present method, there is a fundamental separation . made 
between the Private Ledger; that is, the Ledger containing 
the Property and Expense Accounts, and distinguished as 
Part S of the Ledger^ in the three model Sets ; and the other 
Ledgers containing the personal accounts. The latter will 
contain all the accounts with individuals, and the Private 
Ledger will contain, within itself, all the materials for the 
Trial Balances^ and for the general balance of the books. The 
Books are thus divided into two distinct Sets, one consisting of 
the Journal and Private Ledger, and the other comprising the 
whole of the other books in use, the various entries in all of 
which are posted to the debit, or credit, as the case may be, of 
the personal accounts only, and their sums total are carried into 
the Journal, where they are placed per contra against the 
accounts of Ledger Debtors and Ledger Creditors ; which two 
accounts represent the aggregate total of all the personal 
accounts. 

Following out this principle, it will be obvious that a large 
number of the entries appearing in the Journal of the preceding 
Model Sets must be withdrawn from the present Journal, and 
entered in a separate book, to be called an Office Journal^ or 
Allowances Book^ from which the various charges and allowances 
may be posted to the accounts of the individuals, and the 
collective amount of them may be transferred to the Journal^ 
and entered there with their proper Drs. or Crs. per contra. 
And the Journal, in the present method, will be used, exdu- 
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sxvelj, as a book in which the whole transactions of business 
are to be abstracted and recapitulated in a brief form, every 
week, for the purpose of posting them into the Private Ledger. 
All entries appearing in the Journals of the Model Sets, which 
consist merely of transferSy and do not relate to personal 
aoooonts, such as Sundries Dr. to Petty Cash, will be repeated 
in the present Journal; and the Private Ledger, which is 
posted from it, will exhibit precisely the same figures as the 
former Private Ledgers, only with the addition that it wiU 
t^omprise accounts of both the Cash and the BUls^ and the two 
accounts of the Ledger Debtors and Ledger Creditors ; which, with 
all the others, wiU be checked by the constant correspondence 
of the Dr. and Cr. sides. The monthly Trial Balance will 
check all the postings, and the accuracy of the balances of the 
two last-mentioned accoxmts will therefore always be absolutely 
certain, and the sums total of the balances of the Customers' 
Ledgers, at any time when they are taken out, must always, 
if they have been correctly posted^ be in exact conformity with 
thenu 

The Forms given (the transactions being those of Set II.) 
will show, — 1. (pages 414 to 419 ). The Journal, at ftdl length, 
for the first month ending March 2nd, 2. (page 420). The Cash 
Book, for two weeks, showing the altered arrangement that wiU 
be required : and 3. (page 422). The two accoimts, extracted 
from the Private Ledger, of Ledger Debtors and Ledger 
Creditors; the entries in which will be seen to consist of 
postings from the Journal, and the Balances to correspond with 
die amount in the Balances Book. See Set II., Iblio 58. 
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Section No. VIII. AGENCY ACCOUNTS- 
{See Pages 424 to 441.) 

The " Glasgow Agencyy* in Set III., is a branch business, 
conducted by an agent, who makes sales for the firm, remits 
the money he receives, and is allowed certain sums for expenses, 
besides a salary and commission. The Agent renders a weekly 
statement of his transactions, and the account being very simple 
in form, will require no further fig^es to elucidate it beyond 
those appearing in the Ledger. But where the Agency account 
is more complicated, and there are goods bought or wages paid 
by the agent, and sums of money remitted to him, as well as 
received from him, a separate book should be kept, in which 
the transactions may be arranged so as to make a complete 
account of Sales, Cash, Profit, and Expenses. This book will 
contain a Journal and Ledger^ constructed exactly on the same 
principles as the Journal and Private Ledger in Section 
No. YII. of the present chapter. The partictdars given in the 
agent's return are to be entered every week in the Journal, 
and posted from it to the proper accounts in the Ledger ; the 
balance of net profit in which, will correspond, whenever the 
books are made up, with the balance of profit shown in the 
general Ledger ; while the separate accotmts here provided will 
furnish complete information as to all details. 

The Agency Account given here extends over seven we^. 
It consists of the " Glasgow Agency *' account fix)m the Ledger 
of Set III., but some additional transactions are inserted and 
combined with it. The present Form includes, 1. (page 424), 
the Agent's Returns for each of the seven weeks. These are 
supposed to consist of a printed form, filled up and remitted, 
every week, by post. The seven returns are here placed in 
seven parallel columns to save space. 2. (pages 426 to 429), 
Journal, in which all the items of each week's Betum are 
entered, in proper form, distinguishing the accounts that are 
to be debited or credited. The Dr. and Cr. sides will of course 
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be alvimys equal in amount. In the Journal, also^ bxlj 
additional charges accruing at the factory will be entered at 
the time when they occur. 3. (page 430), the Ledger, in which 
a separate account is shown of every item included in the 
weekly return. The Journal and Ledger may be bound in 
one volume, which will then contain the whole agency account. 

It will be observed that the Factory account in the Agency 
Ledger is exactly the converse of the Agency account in the 
Factory Ledger (represented by the Ledger of Set III.). The 
balance of Stock on hand, is the agent's return of the amount 
he has by him, at cost price, made on the SOth March; and the 
balance of the Ledger Debtors will be checked and proved 
accurate at the same date by a detailed list of them, which 
he will also furnish. 

By adopting this form of account, the head office will be 
enabled, through the m^um of the weekly return, to keep 
constantly in view the whole working of the branch business, 
and all particulars relating to it. 

' Note. — ^In the preceding accounts it has been assumed that 
the goods forwarded to the Oiaigow Agency are entered ai cast 
ftricCy and the transactions consequently show a profit on the 
sales. If the goods had been entered at Invoice prices, the profit 
would in that case require to be calculated, when the bboks are 
balanced, as follows : — 

1st, in the Factory books. Estimate the amount of profit 
accruing on the agent's actual sales ; which can easily be dome, 
as the percentage of profit is commonly a known quantity, and 
place thiB sum, as Profit on Agenfs Sales, to the Debit of Cloth 
Sales, and credit of Glasgow agency account, 

2nd. In the Agency books. Debit Chods received from Factory, 
and credit the Trading Account, with the same. All the other 
figures will remain the same as before, and the balance of 
Profit and Loss will be a true account of net profit, and wiU in 
the same circumstances be the same as in the present example. 
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Section No. IX. BALANCE SHEET. 
(See Page 442.) 

A Balance Sheet, or Statement of Affairs, is a statement 
drawn up so as to exhibit on its Cr. side the entire Assets, and 
on its Dr, side the entire Liabilities of any person or business. 
It will state, in a properly arranged and classified form, all the 
particulars of which both the assets and liabilities consLst, and 
the Balance, or difTerence between the two sides of the account* 
will be the amoxmt either of Net Capital, or of Deficiency, as the 
case may be. This Balance will of course be the same lU that 
of the Capital Account in the Ledger ; and the Balance Sheet 
itself will be precisely the converse of the Balance Account in 
the Ledger, containing the same itdms, but on the opposite 
sides. 

An example is given (pages 442-3) of a Balance Sheet, drawn 
up in the usual form. It consists of the same figures as the 
Balance Account of Set III., the Capital being divided between 
three partners, as in Chapter X., Section No. Y., Form C. 

It will be observed that the *' Capital" and '* Balmice'* 
Accounts in the preceding Model Sets, contain in themselves a 
complete Statement of Affairs; and fiirther, that the various 
accounts of Property and Expense which are subsidiary to 
those accounts, are constructed so as to furnish, fix>m week to 
week, the materiaU out of which a correct, or at least approxi- 
mately correct. Balance Sheet can be made up at any time, 
with very little trouble. 

Note. — The reason why the items of which the Balance Sheet 
is composed are placed on the sides opposite to those on which 
they stand in the Balance Account, thus making the form^ 
of these accounts the converse of the latter, will appear on oon- 
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sidering that the Balance Sheet is a personal account, and the 
Balance account, a property account. The latter is simply a 
collection of the Dr. and Cr. balances in the Ledger, the Drs. 
of course expressing Property, and the Cra. Liabilities; the 
owner of the business is himself, therefore, Cr. by all the Dr. 
Balances, and Dr. to all the Cr. Balances. His personal 
account, or '' Balance Sheet,'' when it is made up for him, will 
therefore properly appear in the same form. 
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SUPPLEMENTAL FORMa No. I^ DAY BOOK 
FoBM A. See Page 353. 



Drs., (amotmta entered ehort,) 


PaiUBuLan. 


Cr*. 


38 
48 

38 
46 

42 

46 
47 


February 11. 
White & Smith, Islington, 

Woollen yards @ 

£31 16 




31 

7 
8 

6 
7 
2 
4 
3 


16 

16 
14 

13 

10 

3 

1 
3 





3 

6 

6 




31 
16 

14 


16 
10 

3 

7 



3 

6 
6 


Woollen 


Februaiy 12. 
J. Bobertson, Walworth, 
Cotton 
do. 

£16 10 3 


Cotton 


Februaiy 13. 
Smith <ft Elliott, Oxford Street, 
Cotton 

do. 

Linen 

do. 

da 

£23 11 


Cotton 

TilTlAtl 




1 
1 


71 


17 


3 


71|17 


3 
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SUPPLEMBNTA.L FORMS. No. I., DAY BOOK. 
FoBM B 8«e Page 343. 



Crs. (miered short) 



38 
48 



46 



42 

46 
47 



February IJ. 
White & Smith, lalington, 
Woollen yardB @ 

WooUen £31 16 



February 12. 
J. Bobertson, Walworth, 
Cotton 
do. 

Cotton £16 10 3 



February 13. 
Smith & Elliott, Oxford Street^ 
Cotton 

da 

linen 

do. 

do. 

Cotton £14 3 6 
linen 9 7 6 



ParUctdara, 



31 



16 



71 



13| 6 
10 

3 6 
1 
3' 



17 



Dn. 



31 



16 



23 



71 



16 



10 



11 



17 



2 b 
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SUPPLEMENTAL FORMS. No. I., DAY BOOK 
FoBM C. See Page 343. 





Partiadara, 


2V.. 


{ 


CV*. 






February 11. 
























White <k Smith, Islington, 






















38 


Woollen, yards @ 




31 


16 





























31 


16 











48 


Woollen 
















31 


16 





February 12. 




J. Roberteon, Walworth, 
























Cotton 




7 


16 

















39 


do. 




8 


14 


3 


























16 


10 


3 








46 


Cotton 
















16 


10 


3 


February 13. 




Smithik Elliott, Oxford St, 
























Cotton 




6 


13 


6 
















do. 




7 


10 



















linen 




2 


3 


6 
















do. 




4 


1 

















42 


do. 




3 


3 





























23 


11 











46 


Cotton 
















U 


3 


6 


47 


Linen 
















9 


7 
17 


6 
3 




71 


17 


3 


71 


17 


3 


71 
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SUPPLEMENTAL FORMS. No. I., DAY BOOK. 
Form D. See Page 343. 
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SUPPLEMENTAL FORMa 
Fork A. 
OASH SALES Ahaltsed, shewing 

l.—CASffI£R'S BOOK. 





1. 


2. 


3. 


4. 


5. 




A.R 


C. D. 


B. F. 


G. H. 


L K. 


Feby. 18 




6 


3 




2 


3 


1 


2; 3 




2 


9 




2 


3 




2 


1 







13 


9 


3 


1 6 




3 


3 




3 


6 






2 


9 


1 


14 


6 


2 


2!0 






8 






9 






13 


11 




2 


11 




6, 4 




7 


11 




8 


3 






1 


6 




3 


9 




13 6 




16 


4 




7 


4 




2 


6 


3 


3 


1 


6 


1 


4' 1 




13 


7 




3 


11 








9 




2 


11 


3 


3 









8 






8 






7 


4 
11 


1 


3 

1 


3 
6 










1 


4 
9 




1 


1 
7 




1 


2 


4 




16 


4 










2 


9 


















2 


9 










-i" 








7 


2 





8 


4 


6 


11 


11 


8 


2 


911 


1 


8 


4 




8 


4 


6 




























11 


11 


8 




























2 


,9 


11 




























1 


8 


4 




























30 


16 


4 














1 










1 
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No, IL, CASH SALES BOOK. 
See Page 344. 

the Amount in each Department. 



373 



2.— DISSECTING BOOK 







No. 1. A- 


B. 




Date. 


Ck>ttoo. 


Linen. 

1 


Woollen. 


Total. 

1 


Feb 18 




4 


3 




1 













6 


3 




1 


1 


4 










19 


8 


2 


1 









1 


6 




4 
2 

1 


7 
9 
6 




7 


10 




13 
2 
1 


11 
9 
6 




1 


2 
1 


1 

9 

1 

11 




13 


11 




10 
6 


3 : 

3 


2 


6 

7 


3 

9 

4 

11 






13 


2 




7 


6 




1 


8 1 


1 


2 


4 


3 


5 


1 


1 


11 


3 


2 


6 


8 


7 


2 






Z.— SUMMARIES BOOK. 



Date. 


Name of 
Salesman. 


Cotton. 


Linen. 


Woollen. 


Total. 


1 
Feb. 18, 


1. A. B. 


3 


1 
5i 1 


1 

i 1 


1 
111 3 


2 


5 


8 


7 


2 







2. C. D. 


2 


13; 3 


I 1 


7 6 


4 


3 


9 


8 


4 


5 




3. B.F 


4 


1; 9 


2 


9| 


5 





11 


11 


11 


8 




4. O. H. 




18 9 




19, 7 




11 


7 


2 


9 


11 




5. I. K 

1 




12 


5 




7| 8 




8 


3 


1 


8 


4 


11 


11 


3 


6 


ujii 

i 


12 


10 


2 


30 jl6 

1 


4 
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FosM B« 
DAILY CASH BOOK, induding 



March 25. 














Cash Salbb. 














Cotton 
Linen 


2 
2 






4 


U 
19 


6 

4 


T. Moore, Brompton 
Cotton 
da 
da 


3 

4 
3 


1 
6 
3 


4 
3 

1 


10 

13 
3 

18 


10 


Cotton 

WooUen 

Cotton 








7 

11 

6 


L. Taylor, Winchester 
Cotton 
da 
da 

Total for the day 
(To be oanifid into the Guh Ao/t on tbe 
oppoatte pege.) 


4 
2 
3 


6 
1 
5 


4 

1 
4 


9 


12 


9 








26 


13 


6 
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Ko. n., GASH SALES BOOK. 
See Page 345. 
the account qf CASE SALES. 
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March 25. 














Balance of Cash in hand 








30 


7 


3 


A. McDonald 
J. Knight 
E. Griffiths 








20 

6 

10 



4 








Cash Sales, (m merioDS page) 

Total Received 








25 


13 


5 








91 


4 


8 


Paid Expenses, 
Omnibus 

Carriage of Parcel 
Postage Stamps 




1 
1 
5 


3 

10 











8 


1 


Paid Ledger CBEDiroBSy 
S. W. Saunders 
T. Jones 


3 
6 


13 

1 


11 









Paid nrro Bakk 

Balance forward 


60 








60 


3 











31 


1 


8 
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376 BABNES'S NEW DiPBOVED 

SUPPLEMENTAL FORMS. No. IIL, " STOCK IN 

And Method of Balanciho 
JOURNAL; 



September 30. 
' Sundries, 

46 ! Cotton, being the amount in stocky March 30 

47 I Linen, do. do. do. 

48 I Woollen do. do. do. 



51 



September 30. 
Stock in Trade, 
For amount now on hand, at cost price, \ 
as V Stock Book ) 



429 
238 
397 



1184 



12 

1 
15 



11 



The above Entries will be posted into 
LEDGER. 



Dr. Stock in 




March 
Sept 


30 
30 


To Sundries 

To Sundries. (Journal Folio) 


— 


1065- 


8 9 


11»4 


4 


11 
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UNIVERSAL SYSTEM OF BOOK-KEEPING. 
TRADE" ACCOUNT » thb Lkdgkb, 
IT. See Page 346. 

JEntries to be made Sepieimher 30. 



377 



51 



46 
47 
48 



September 30. 
Stock in Trade 



Sundries, 
Cotton 
Linen 
Woollen 



September 30. 



1065 



543 

191 
448 



8 : 9 



18 

12 ; 9 

13 



the Ledger, as under,- 



Trade. Cr. 


Sept. 


30 


By Sundries, {Journal FoUo) 




1066 


8 


9 
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SUPPLEMENTAL FORMa No. IIL, "STOCK 

LEDGER 



Dr. Cotton 




April 




To Purchases 




199 


14 


11 


May 




do. 




403 


10 





June 




do. 




201 


3 


6 


July 




do. 




244 


13 


8 


August 




do. 




253 


12 


9 


Sept 




do. 

Total Purchases 




386 


10 


6 


1689 


5 


4 






To Stock March 30th, 














{Journal Folio) 




429 


12 





2118 


17 


4 1 






Balance, — carried to 1 
Profit and Loss / 




414 
2533 


8 


1 


5 


4 '■ 






UTote.— The ''Linen'' Account 














and <' Woollen" Account to 
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(eonUnuedy 



879 



Account. Or. 


April 

May 

Jane 

July 

August 

Sept 

Sept. 


30 


B7 Sales 
do. 
da 
do. 
do. 
do. 

Total Sides 

• 

B7 Stock on hand, 

{Journal Folio) 


— 


323 
299 
346 
373 
301 
344 


1 
14 
15 
12 

8 
14 


1 
11 

1 
8 
7 
6 


1989 
543 


6 

18 


10 
6 


2533 


6 


4 
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BABNES'S NEW IMPROVED 

SUPPLEMENTAL FORMS. No. IV., 

FOBM Ai 

Memorandum AccaurU to be appended 







Abstract 


OF Purchases & Sales, 




Febiy. 
if 

Febry. 
» 

n 

March 
March 

19 

March 

II 
II 


16 

II 

II 

23 

II 
II 

2 

W 
II 

9 

II 
II 

16 

l» 

II 


To Cotton, 
Liuen 
WooUen 

To Cotton 
Linen 
WooUen 

To Cotton 
Linen 
Woollen 

To Cotton 
Linen 
WooUen 

To Cotton 
Linen 
WooUen 


Folio 

• 
j£932 12 6 


46 

47 
48 

46 

47 
48 

46 
47 
48 

46 
47 
48 

46 

47 
48 


219 
126 
114 


i! 

6 ; 


8 
5 

7 


459 


16 


8 


54 
33 

II 


2 
4 

II 


4 
8 

II 


87 


7 





205 

1 
178 


17 

1 
9 


8 

3 

11 


385 


8 


10 


205 

II 

109 


11 

II 

3 



6 




314 


14 


6 


24 
181 
169 


17 
13 
13 


3 

10 

4 


376 


4 


6 
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UNIVEBSAL SYST£M OF BOOK-R££PU<G. 
TOTAL RETUBNS OF BUSINESS. 
See Page 347. 
to Hie Ledger of Set 11. 
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Shswinq 


THE AXOUMTS WbKKLY dc MONTHLT. 








Fabry. 

Fabry. 
» 

March 
» 

Maivh 
Mansh 


16 

»f 

23 

2 

» 

9 
» 

16 


By Cotton Folio 
Linen 
WooUan 

By Cotton 
Linen 
Woollen 

By Cotton 
Linen 
Woollen 

£446 13 8 


46 
47 
48 

46 
47 
48 

46 

47 
48 

46 
47 
48 

46 
47 
48 


61 
37 
65 


12 

6 


8 

2 

10 


153 


19 


8 


109 

6 

24 


7 
19 

1 


1 

6 

11 


139 


8 


6 


122 
10 
20 


17 
5 
3 


1 
1 
4 


163 


6 


6 


113 
52 
34 


16 
16 

1 


2 
2 

1 


By Cotton 
liinen 
Woollen 

By Cotton 
WooUen 


200 


13 


5 


82 
27 
78 


8 

3 

13 


11 
6 
4 


188 


5 


9 
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BASNES'S NEW IHPBOVED 

SUPPLEMENTAL FORMS. Na IV^ 

FOBM A 



Ck>irnNnATiOK of thb ABSTRACT OF PURCHASES & SalES, 


March 
March 

99 


23 

99 
91 

30 

99 


To Cotton Fdio 
Tiinen 
Woollen 

Cotton 

Linen 

Woollen 

£906 3 2 


46 
47 
48 

46 
47 
48 


159 
34 

1 


5 

U 

1 




8 

11 

7 


195 


1 


1 

15 
2 


17 

6 

19 


7 

11 

2 


20 


2 


8 










MONTHTT 






PUBCHASES. 

February 
March 




932 
906 


12 
3 


6 
2 


1838 


15 


8 




1 


Ohkck on the Above, oonsibtino of the Totals 






PUBGHASES. 

Total, Febbuabt & Mabgh. 
Cotton, as » Ledger, Fol. 

Ti1T|flTl 

Woollen 


46 
47 
48 


870 
392 
676 


13 

8 

13 


6 
9 
6 


1838 


15 


8 




1 
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SHKWiNa TBI Aitoinm Wkkklt ahd Moiithi.t. 


March 

If 

March 

99 


23 
30 

• » 
9> 


By Cotton ' Folio 
Linen 
Woollen 

Cotton 

Linen 

Woollen 

£709 11 10 


46 
47 
48 

46 
47 
48 


67 
37 
64 

149 


6 

8 
17 


3 

4 
9 


11 


4 

8 

8 


100 
48 
21 


14 
10 
16 


171 


1 


4 












TOTATi^. 






Sal£S. 

February 
March 




446 
709 


13 

11 


8 
10 


1166 


5 


6 


1 1 














Sales. 

Total, Fjsbbuabt & March. 

Cotton, as V Ledger, Fol. 

Linen 

Woollen 


1 

1 

46 
47 
48 


648 
219 
289 


1 
2 



10 

9 

11 


1166 


6 


6 




1 1 
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Barnes's new improved 



73 

o 

(A 



u 



o 



^ 



o 



I 

OQ 



I 



1 

i 


^ 


f 


CO c* 




00 
»o 
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00 
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1 
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CO»Of^00 




CO t^oo 

1-H 




lo 00 00 


-*co »oo 

i-i t^ O <M 

CO CO r-« 




^ 


Monthly. 


CO .-• 


VO 






CO 






lO 


1 


i 


t^ ,- 


CO '•I* f-« cq 


1 


to 1 Oi 


■ eo eo •-• o 

r- • I-* 




^ 00 . 


o» o> fH eq 

O CO 




1 


Monthly. 


-^ 


H tf 


9 


o 

"oo" 

CO 


1 


"^ 


i| r- 




c 


I 5 

1 C 




1 


to 00 CO 


, O00»-4 




00 -* »-« 


, eo -* lo 




CO eo »-« 

C<l CO 


r-4 ^ to 

1 ooeo rH 




^ 


1 


a 


3 O 


CO 




e 


q o 


eo 
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f 

-< 
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00 




1 


00-^00 


O eo o t* 




cq <M t^ 


•If lO fc* 
rH r-l rH 




o»^»o 
cq cq 


»o ^ o» »-• 
o cq »o 








Feb. 16 

„ 23 

Mar. 2 


Si c :t » 





Digiti 



zed by Google 



UNIVEBSAL ST8TEH OF BOOKKEEPINa. 



385 



Total Sales. 


1 


i 


00 o 


CO 




i-H r- • 


to 






CO 
»o 

i-H 
I-H 




Weekly. 


00 coco 


»o o> '^ -^ 




Oi GO >0 

f-4 


eo lo f-i»-i 




ioeo«o 

fM i-H I-* 


O 00 C3S »-4 
O 00 Tf« f 
G^ 1-^ f-H r-^ 




1 


1 


F- 


4 O 


F-< 
f-H 




c 


J 


© 




s 






1 


1 


o »-* -^ 


r^ ^a^co 




CO rM eo 


.-1 eo t^ CO 

r-l r-l i-H 




lO Oil Ci 


eo t^ao e^ 




1 


i 


a 


» O 


o> 




"^ 


H 00 


« 




ef 


» «o 


1-H 




1 


Cq CO r-< 


cqco^^o 




O O) >o 


CO CO 00 o 




t*iOO 
eo r-l 


SSJfeSS 






1 


MontUy. 


c 


> o 


o 

I-H 




cc 


3 »0 


F-< 




or 


1 i 


5 
CO 




1 


00 fM i-H 


©ir-ieooo 






CO 00 >0 '•I* 
I-H I-i 




>-i o> eq 
coo« 


co<Mr«o 

I-I00 4OO 

I-H fH 








Feb. 16 

„ 23 

Mar. 2 


oco eo o 
rH ©51 eo 
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388 BABNES'S NEW IMPBOVED 

SUPPLEMENTAL FORMS. 

Form A 
Showing the Partnership Aooounts in Ledger of Set H. divided 



Dr. 

See Ledger of Set II., Folio 44- 


Mr. J 


. Thompson, 


March 


30 


To Private Drawing 
Balance 


Aoconnt 




21 
289 


1 



1 




11 


310 


1 


11 








Dr. 

See Ledger <ifSet II., FoUo 44- 


Mr. J. Thompson, 


Febry. 

99 


16 

23 

2 

2 
9 

16 
23 
30 


To Cash 
do. 
do. 

ToBalanoe 

Gash 

da 

do. 

do. 






3 
3 
3 












9 








9 
3 
3 
3 
3 
















21 
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No. v., PARTNERSHIP ACCOUNTS. 
(continuedj. 
into separate Capital and Private Drawing Acooant& 
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Capital Account. ^' 


Fabry. 
March 

March 


11 

30 

n 

30 


BjCasb 
Interest 
Half share of Profit 

By Balance 




200 

1 
108 




5 

16 






11 


310 


1 


11 


289 


1 


11 


Private DBAwma Account. ^'** 


Maxch 


2 
30 


By Balance forward 

By Transfer to CSaptal Aoooont 




9 








9 








21 








21 
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BABNES'S NEW IMFBOYED 



SUPPLEMENTAL FOBMa 

Form B. AppEin>iz 

Partnebs' Skpabate Private Ledger, No. 1, in which the Capital 

Messrs. A. R Smith 



Dr. Joint 

Set Capital ilocottn* in ledger o/Svr IIL, Folio 43. 


Febry. 

March 
» 

March 


11 
30 

30 


To Sundries, viz. : — 

W. Jones, Tioan 4000 
A. B. Smith 5400 
J. Thompson 2000 




11400 

88 

377 



19 

7 



2 
3 


To Interest 
To Profit 

To Balance 


11866 


6 


5 


11771 


1 


11 


1 

Dr. Interest. 


March 

99 
99 


30 

99 
9> 


To W. Jonea 
To A. B. Smith 
To J. Thompson 




35 
39 
14 




7 

11 



6 
8 


, 


88 


19 


2 


1 
1 

1 
1 

1 


1 
1 

( 

1 

1 


I 

1 
1 




1 
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No. v., PABTNERSHIP ACCOUNTS. 

TO Set III. See page 349. 

and Profit of the business are apportioned between Two Partners, 
and J. Thompson. 



Capital. Or. 


March 
n 


30 
» 


By A. a SmitL Drawn out 
By J. Thompeon. Drawn out 

By Balance, 

W. Jones, Loan 4036 
A. B. Smith 5532 16 8 
J. Thompaon 2203 5 3 




95 
11771 


4 
1 


6 
11 




11866 


6 


5 








H ' 

Cr. 


March 


30 


By Joint Capital 




88 


19 


2 


88 


19 


2 
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Barnes's new impboyed 

SUPPLEMENTAL FORMS. 

Form B 



-^- Peofit. 


March 

9> 


30 

>9 


To A. B. Smitih 
To J. Thompflon 




188 
188 


13 
13 


8 
7 


377 


7 


3 




1 


Dr- Mr. W. Jones. 


Maich 


30 


To Balance 




4035 








4035 














^- Mr. A. B. Smith. 


March 


30 


To Private Account — ^Amount 

drawn out 
To Balance 




95 
5532 


4 
16' 


6 

8 


5628 


1 


2 








J^' Mr, J. Thompson. 


March 


30 


To Balance 




2203 


5 


3 


3203 


5 


3 




1 
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Cr. 




March 


30 


By Joint Capital, 

Profit as per Ledger 466 6 5 
Less Interest 88 19 2 




377 


7 


3 




377 


7 


3 








Cr. 




Febiy. 
March 

Marco 


11 
30 

30 


By Joint Capital— Loan @ 6 Vo 
By Interest 

Bj Balance 




4000 
35 










4036 








4036 








Or. 


Febry. 

March 

n 

March 


11 
30 

» 

30 


Bj Joint Capital 
By Interest 
By Profit 

By Balance 




6400 

39 

188 




7 

13 



6 

8 


5628 


1 


2 


5532 


16 


8 


Cr. 


March 
March 


11 
30 

30 


By Joint Capital 
By Interest 
Bv Profit 

By Balance 




2000 
14 

188 



11 
13 



8 
7 


2203 


6 


3 


2203 


5 


3 
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SUPPLEMENTAL FORMS. 

Form C. Appendix 

Partnep^' Separate Pritate Ledger, No. 2 ; in which the Capital 

Mr. A. B. Smith, holding a half share, and 



Dr. Joint 

See Capital A ccount in Ledger of Set III. Fcl, 43. 


Febiy. 

Maixsh 
March 


11 

30 
30 


To Sundries, viz., 

A. B. Smith 5700 
J. Thompson 2850 
W. Jones 2850 




11400 
466 



6 



6 


To Profit 
To Balance 


11866 


6 


5 


11771 


1 


11 

! 


Dr. Profit. 


March 


30 


To Dividend 

A. B. Smith, i share of Bal»«- 
J. Thompson, \ do. 
W. Jones, i do. 




200 

133 

66 

66 




3 

11 

11 


.. . , 


2 
7 


466 


6 


1 
5 
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No. v., PARTNEESHIP ACCOUNTS. 

TO Sbt in. See Page 351. 

and Profits of the Business are apportioned between Three Partners, 
Mr. J. Thompson, and Mr. W. Jones, a quarter share each. 



Capital. Or. 


March 


30 


By A. B. Smith. Cash di-awn out 

Bj Balance 

A B. Smith 5837 18 8 
J. Thompson 2966 11 7 
W. Jones 2966 11 8 




96 
11771 


4 
1 


6 

11 




11866 


6 


6 








' - 1 

Cr. 


MflTCh 


30 


By Joint Capital 




466 


6 


■■ 1 
6 


466 


6 


6 
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BARNES'S NEW IMPROVED 

SUPPLEMENTAL FORMS. 
Form O 



Dr. 


Dividend. 




March 


30 

» 
»» 


To A. B. Smith, \ share 
To J. Thompaon, J „ 
To W. Jones, \ „ 




100 
50 
50 













200 








1 1 


Dr. 


Mr. A . B. Smith, 




March 


30 


To Joint Capital, for Caah 

drawn out 
To Balance 




95 
5837 


4 
18 


6 

8 


6933 


3 


2 








Dr. 


Mr. J. Thompson. 






30 


To Balance 




2966 


11 


7 


2966 


11 


7 








Dr. 


Mr. W. Jones. 




Slarch 


30 


To Balance 




2966 


11 


8 


2966 


11 


8 
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(continued). 
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Cfr. 


March 


30 


ByPntfit 




200 








200 








1 1 


Cr. 


Febry. 
March 

March 


11 
30 

30 


By Joint Capital 
By Profit 
By Dividend 

By Balance 




5700 
133 
100 



3 




2 



5933 


3 


2 


5837 


18 


8 


Or. 


Febry. 

March 

If 

March 


11 

30 

30 


By Capital 
By Profit 
By Dividend 

By Balance 




2850 
66 
60 




11 





7 



2966 


11 


7 


2966 


11 


7 


Cr. 


Febry. 

March 

» 

March 


11 
30 

30 


By Joint Capital 
^Profit 
By Dividend 

By Balance 




2860 
66 
60 




11 




• 
8 



2966 


11 


8 


2966 


11 


8 
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BABNES 8 NEW IMPROVED 



SUPPLEMENTAL FORMS. 

FosM D. Appendix 

Partners' Separate Private Ledger, No. 3, conaistmg of Form C. 

out as a Dividend 



Dr. Joint 


Febry. 
March 


11 

30 
30 


To Sundries, via., 

A. B. Smith 5700 
J. Thompson 2S50 
W. Jones 2860 


r 


11400 
466 



6 



5 


To Profit 
ToBalanoe 


11866 


6 


5 


11666 


6 


5 


Dr. Profit. 


Maroh 
» 


30 

w 
n 

19 


To Dividend 

To A. B. Smith, \ share of Balance 
To J.Thompson, \ „ da 
To W.Jones, i „ da 




200 

133 

66 

66 




3 

11 

11 



2 

7 
8 


466 


6 


5 
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No. v., PAKTNERSHIP ACCOUNTS, 

to Set III. See Page 352. 

(page 394), with the additional Entries inserted of the Cash drawn 
by each of the Partners. 



Capital. Cr. 


March 

99 
99 
99 

99 


30 

99 
99 
99 

99 


By A. B. Smith 
By do. 
By J. Thompson 
By W. Jones 

By Balance 

A.B.Smith,ishare,5833 3 2 
J.Thompson, i „ 291611 7 
W. Jones, i „ 2916 11 8 




96 

4 

60 

60 

11666 


4 

15 





6 


6 
6 



6 




11866 


6 


6 








Cr. 


March 


30 


By Joint Capital 




466 


6 


5 


466 


6 


6 
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babneb's new improved 

SUPPLEMENTAL FOBM& 

Form D 



Dr. DlVTOEND. 


March 


30 


ToA.B. Smith, i share 
To J. Thompaon, | „ 
ToW. Jonea, \ „ 




100 
60 
60 







1 







200 


1 




1 


Dr. Mr. A. B. Smith, 


March 

99 


30 

9> 


To Joint Capital, (amount drawn ont) 

du. do. 
To Balance 




96 

4 

6833 


4 

15 

3 


6 
6 
2 


5933 


3 


2 








Dr. Mr. J. Thompson. 


Maich 


30 


To Joint Capital, (amount drawn oat) 
To Balance 




60 
2916 

1 

1 



11 



7 


2966 


11 


7 








Dr. Mr. W. Jones. 


March 


30 


To Jomt Capital, (amoont drawn oat) 
To Balance 

• 




60 
2916 



11 



8 


2966 


11 1 8 
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(coniinued. ) 
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Or. 


March 


30 


By Profit 




200 








200 








1 


Or. 


Febiy. 
March 

March 


11 
30 

ft 

30 


By Joint Capital 
By Profit 
By Dividend 

By Balance 




5700 
133 
100 



3 




2 



5933 


3 


2 


5833 


3 


2 


Or. 


Febiy. 
March 


11 
30 

ft 

30 


By Joint Capital 
By Profit 
By Dividend 

By Balance 




2850 
66 
50 




11 






7 



2966 


11 


7 


2916 


11 


7 




Or. 


Febiy. 
March 

March 


11 

30 

30 


By Joint Capital 
By Profit 
By Dividend 

By Balance 




2850 
66 
50 



11 





8 



2966 


11 


8 


2916 


11 


i « 












i D< 
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BARNES'S KEW IMPROVED 



SUPPLEMENTAL FORMS. 
FoBx A. 
CASH BOOK, including 



Br. 



CASH. 






44 
44 



38 
50 



49 

56 

41 
50 



49 



Data 



Febiy. 
11 . 
» 
n 

12 
16 



Febry. 
16 
18 



n 

20 
23 



Febry. 
23 



To A. B. Smith 
J. Thompson 
Bank (Cash) 

do. (Black & Co.) 
White & Smith 
Bank (Wilson & Co.) 

da (Black & Co.) 
Cash Sales 



Bank Babmoe 



Balance 
To P. K. Thompson on) 
Loan @ 6 % j 
Bank (Lease) 
W. Clark- 
Bank '(Smith) 
Cash Sales. 



Bank Balance 



Balance 



DtBoounta 

Allowed to 

Debtors. 



16 



16 



13 



13 6 



Caab Reeeired 

from 

Debtors. 



600 
200 



31 
25 



76618 



656 
500 

12 
29 



1197J 



72712 



10 



CashRecelTed 
from Bank. 



20 
50 

14 
24 



31 

5l 



12 



741 



I 



300 
150 



682 



1132 







12 



12 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPING. 

No. VL, CASH BOOK. 
£tee Page 354. 

Bank Column. First Method. 
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Contra. Cr. 


Lednr 
Folio. 


Date. 


By Bank, Cash paid in 


DlnonntB 

Allowed by 
Crediton. 


Quihpatdto 
CimUtoraand 
for Bxpenaea. 


CMh paid In 
to Bank. 




Febry. 
11 














1 

700 





62 


}> 


Black k Go. 








50 








[ 






13 


Bank, Cash paid in 














4i; 





54 


16 


Wilson & Brown 




14 


4 


14 


3 











52 


99 


Black & Co. 


1 


18 


6 


24 


5 











44 


fy 


A. B. Smith 








3 














44 


19 


J. Thompson 








3 














45 


.99 


Wages 








3 


5 











60 


99 


Petty Cash 








4 





11 








^~' 


99 


Balance of Cash in hand, 
Bank 632 12 
House 22 12 11 




















49 


99 

Febiy. 










655 


4 


11 








! 

i 
1 


2 


1210 

1 


75618 


10 


741 















1 1 





16" 


Balance 














63212, 


51 


18 


By paid for purchase of) 
Lease of Premises 






























300 











__ 


99 


Bank, Cash paid in 












600 


0| 


56 


23 


J. Smith 








150 














55 


99 


J. Clerk 








2 





^1 








44 


99 


A. B. Smith 








3 








1 






44 


19 


J. Thompson 








3 








1 






45 


99 


Wages 








3 


5 











50 


99 


Potty Cash 








8 


4 


7 








— 


99 


Balance of Cash in hand, 
Bank 682 12 
























House 45 9 








1 










49 


99 
»9 










72712 

I 


' 








Balance 


! 


1 1 


1197 


2 


J 


1132 


12 

















68212 



Digiti 



zed by Google 
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BARNES 8 NEW IMPBOVED 

SUPPLEMENTAL FOBMS. 

Form B> 
CASE BOOK, including 



Dr. 



CASH. 



LednrI 


Sate. 


44 


Febry. 
11 


»i 


» 


— 


>T 


38 


12 





16 


60 


99 


49 


II 




Febry. 
16 


66 


18 


41 


20 


50 


23 


49 


11 


— 


Febiy. 
23 



To A. B. Smith 
J. Thompson 
Bank, 9 Contra 
Bank 

White & Smith 
Bank, 9 Contra 
CaahSalee 



Balance 
To P. K. Thompson, on 
Loan @ 67o 
Bank, V Contra 
W.Clark 
Caah Sales 



Balance 



DiMoante 

allowed to 

Debtors. 



16 



16 



13 



13 6 



OadireeeiTed 
atOffloeu 



I 1 

600, o! 
200 

20! 
31 

251810 



7761810 



500 

12 
29 



1211 




56410 4 



45 



OMhreoeiTtfif 
at Baak^ 



700 
41 









741 



I 
63212 

50o! 



113212 



68212 



Digiti 



zed by Google 



TTmVEESAL STETTEM OF BOOK-KEEPINQ. 

No. VI., CASH BOOK. 
See Page 354. 

Bank Column^ Stowd Method. 
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Contra. 


Or. 


^ar 


DM*. 


By Bank 


DlaooiuitB 
aUuwedbj 
GiwUtonL 


OMhnddftt 
Officer 


'cuhiMUtt 
1 Buk. 




Febiy. 

n 








700 














52 


n 


Black k Go. 














50 








— 


13 


Bank, 9 Contra 
Bank 








41 








20 








54 


16 


Wilson &, Brown 




14 


4 








• 14 


3 





52 


99 


Black k Co. 


1 


18 


6 








24 


5 





44 


n 


A. B. Smith 








3 














44 
45 
50 




J. Thompeon 
Wages 
Petty Cash 








3 
3 

1 ^ 



5 






11 








49 


9» 


Balance 








22 


12 


11 


632 


12 





212 


10 


776 


18 


10 


741 


° 


° 


51 


Febry. 
18 


By Paid for Purchase | 
of Lease of Premises j 








1 






300 

1 











n 


Bank 








500 











56 


23 


J. Smith 














150 








55 


f9 


J. Clerk 








2 














44 


yy 


A. B. Smith 








3 














44 

45 
50 


>9 


J. Thompson 
Wages 
Petty Cash 








3 
3 

8 








7 


1 

1 






— 




Balance 








45 





9 


68212 







_ 


z_ 


564 


10 


4 


1132 

i 


12 



Digiti 



zed by Google 
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BARNESES NEW IMPROVED 



SUPPLEMENTAL PORMa 

FOBM C. 
Cash Book to be used when a DAILY CASH RECEIPT BOOK 



Dr. 


CASH. 


Ledger 
Pol£). 


Date. 




Febry. 




— 


16 


Balai 


56 


18 


To P. K. Thompson 


— 


»> 


Daily Cash Recei 
Book 





19 


do. 





20 


do. 





21 


do. 


i_ 


22 


do. 





23 


do. 


— 


18 


Bank (Wilson k 


— 


» ' 


do. (Brown) 
do. (Smith) 




23 


— 


>f 


Bank Balat 


49 


91 

Febry. 






23 


Balai 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPINO. 

Na VI., CASH BOOK. 
See Page 355. 
is kept) and inclading the Banking Aocount. 
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49 



Febry. 
23 



Contra. 



Balance 



Cr. 



-I— !— !!- 



|U| 4 1669iU 3 



11587 121 Oj 



i "1 



;ii23 



Digiti 



zed by Google 
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BAHNES'S N£W IMPROVED 

SUPPLEMENTAL FORMa 

FOBM D. 
CASH BOOK, same as C, but when Cheques 





Dr. 


CASH. 








\ 


Ledger 
FoUo. 


Date. 
Febry. 




OuhraiMiTCd 
fromD.bton. 


Ouh paid Into 














— 


16 


To Balance in Houae &, at 
Bank 


22 


12 


11 


632 


12 





56 


18 


P. K. Thompson 


500 








600 








— 


f» 


Daily Gash Receipt Book 


61 


14 


3 











19 


do. do. 


121 


2 


9 


180 











20 


do. do. 


98 


14 


7 








__ 


21 


do. do. 


103 


3 


6 


150 








_ 


22 


da da 


71 


4 


9 










23 


da da 


58 


9 


6 


126 








1037 


2 


3 


1587 


13 









Leas paid into Bank, 


















500 


















180 


















150 


















125 








1 




— 


23 




956 














Balance in House 


82 


2 


3 


— 


Febry 
23 


To Balance in Houae k at) 
Bank } 


82 


2 


3 


1587 


12 





1092 


4 






Digiti 



zed by Google 



UNIVEBSAL SYSTEM OF BOOK-KEEPING. 

No. VL, CASH BOOK. 
See Page 356. 

iytdy are paid away, and do Cash. 
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Contra. 



Cr. 



Lodirer 
Fdio. 



54 
51 
56 
55 
44 
44 
45 
50 



49 



Data. 



Febiy. 
18 

23 



By Wilflon A Brown 
Brown 
J. Smith 
J. Clerk 
A. B. Smith 
J. Thompson 
Wages 
Petty Cash 



Balance at Bank 



Digcounts 

allowed by Cre- 

ditora. 



14 



14 



Gaahpaidto 
Grediton» and for 



14 

300 
150 
2 
3 
3 
3 
20 



495 



1092 



1587 1 12 



Digiti 



zed by Google 
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BABNES'S NEW IMPROVED 

SUPPLEMENTAL FORMS. 

Form E. 
CASH BOOK, compxising the Banking Account 



Dr. CASH. 


Udger 
FoUo. 


Date. 


Balance 
To W. Parker 

Bills discounted per 
Bank, 

jSe?4}lO^ \« 


Diaoounts 
aUowedto 
Debtan. 


GMh received 

from 

Dabton. 


TaMOub 


39 
36 

38 
39 
42 
40 
60 

49 


March 

9 

11 

14 

16 

yy 

91 

n 
n 




3 

4 


10 
5 


4 

164 

6 

3 

6 

24 

35 




18 
18 



8 




I 




11 


570 

233 

1 

1 


2 
5 


4 
5 


E Griffiths 
W. Parker 
J. Knight 
Thompson & Smith 
CashSales 

Balance 










8 


3 


803 


7j9 








564 


10 


7 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPING. 411 

Na VL, CASH BOOK. 
See Page 356. 

and Caah Aocoimt combined in One. 

Contra. Or. 



Digiti 



zed by Google 
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BARNES 8 NEW IMFHOVED 

SUPPLEMENTAL FORMS. 

Form P. 
CASH BOOK, where no Aoooant is 



Dr. 



CASH. 



Ledger 
Fdio. 



42 
60 



49 






March 
2 
5 
9 



March 
9 



Balance 



To J. C. Cox 

J. Knight 
Cash Sales 



Balance 



Diaoounta 

allowed to 

Debton. 



14 



14 9 



GMhrsoelvBd 
from Debton. 



643 

13 

5 

26 



688 13 9 



570 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPING. 

No. VL, CASH BOOK. 
See Page 358. 

kept of Small Disbaxaements. 
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Contra. Ct. 


64 
66 
66 
45 

60 
44 

49 


IMa. 


By Wilson & Brown 
P. K. Thompson 
J. Clerk 
Wages 

Petty Expen0ea,-H»y 
Private Account, being | 

Balance of Cash in band, 
Bank 552 17 
House 17 5 4 


DIaooonto 
•Ilowvd by 
Cnditon. 


OuhFkidto 

CndltcmMidfdir 

bpnMiL 


Maioh 
9 

99 
>9 

9 


2 


11 


3 


100 
1 
3 
3 



6 

10 
6 








108 
4 

6 
670 





11 

2 





6 
4 




2 


11 


3 


688 


13 


9 
















Digiti 



zed by Google 
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Barnes's new iifPBOVED 
SUPPLEMENTAL FORMS. No. VIL, 

JOURNAL. 



Dr. 



Sundries. 



February 16. 
Ledger Debtors 



February 16. 
Sundries, as 9 Bought Book 
Cotton 
Linen 
Woollen 

£469 16 8 



Cash 
Discounts 



February 16. 



£757 14 10 



February 16. 
Ledger Creditors, Cash, 88 8 

Discounts, 2 12 10 



A. B. Smith 
J. Thompson 
Wages 
Petty Cash 



February 23, 
Ledger Debtors 



153 



219 
126 
114 



756 



19 - 8 



18 
16 



91 
3 
3 
3 
4 



8 
5 

7 



10 




10 




11 



1475 I 17 11 



131 



Carried forward 131 14 ' 3 

I 



14 



Digiti 



zed by Google 



UNIVEBSAL SYSTEM OF BOOK-KEEPINO. 
SEPARATE BOOK DEBTS ACCOUNT. 
See Page 359. 
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Contra. 



Or, 



Pebruary 16. 
SoDdries, as <^ Daj Book 
Cotton 
Linen 
Woollen 



£153 19 8 



Pebruaty 16. 
Ledger Creditors 



Februaiy 16. 
A. B. Smith 
J. Thompson 

Ledger Debtors, Cash, 56 18 10 

Discotmts, 16 



CajBh 
Discounts 



February 16. 



£104 6 9 



February 23. 
Sundries, as V Day Book 
Cotton 
Linen 
Woollen 



£131 14 3 



61 


12 


37 





55 


6 


469 


16 


600 





200 





57 


14 


101 


13 


2 


12 


476 


17 



103 

5 

22 



6 

19 

8 



8 

2 

10 








10 

11 
10 



10 

6 

11 



Carried forward 



131 ! 14 



Digiti 



zed by Google 
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Barnes's new improved 

SUPPLEMENTAL FORMS. No. VII., 

JOURNAL 



Febmary 23. 
Sundries, as V Bought Book, 
Cotton 
Linen 

Sundry Expenses, for Stationery 
Lease A/c, for Shop Fittings <fe Furniture 
. £244 6 



Cash 
Discounts 



Februaiy 23 



£542 10 11 



February 23. 
Ledger Creditors 

Lease of Premises, — ^paid for Purchase 
A. B. Smith 
J. Thompson 
Wages 
Pet^ Cash 

£469 9 7 



Ledger Debtors 



March 2. 



March 2. 
Sundries, as i^ Bought Book, 
Cotton 
Woollen 



Cash 



March 2. 



Carried forward 



131 



54 

33 

6 

150 



541 



152 
300 
3 
3 
3 
8 



14 



2 

4 

13 





17 
13 



1387 I 15 



153 


5 


202 
178 


4 

9 


31 


9 


565 


9 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OP BOOK-KEEPING. 
SEPARATE BOOK DEBTS ACCOUNT. 

(contintted). 
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February 23. 
Ledger Creditors 



February 23, 
Ledger Debtors, Cash, 41 17 5 

Discounts, 13 6 



Ledger Creditors, 

Cash ? P. K. Thompson 



Cash 



February 23. 



March 2. 
Sundries, as 9 Day Book, 
Cotton 
Linen 
Woollen 



£153 5 6 



Ledger Creditors 



March 2. 



March 2. 
Ledger Debtors, as V Cash Book 



Carried forward 



131 
244 



42 
500 

469 



1387 



122 
10 
20 



380 



31 



565 



14 




10 




17 
5 
3 



14 



ll 




15 3 



2 D 



1 
1 

4 



Digiti 



zed by Google 
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BARNES*S NEW IMPROVED 

SUPPLEMENTAL FORMS. Na Vn., 

JOURNAL. 



March 2. 
Ledger Creditors,— Cash 102 8 6 

Discount 1 19 

A. B. Smith 
J. Thompson 
Wages 
Petty Expenses 

£117 4 3 



March 2. 
Sundries, as "9 Allowances Book, 
Discounts & Allowances 
Ledger Creditors 

da 
Wages <& Salaries, ¥ J. Clerk 
Interest, '^ P. K. Thompson 
£18 



13 9 



March 2. 



Bills Heceivable 



March 2. 
Ledger Creditors, as V Bill Book 



March 2. 
Sundries 

Cotton, bought for Cash 
Linen, do. 

Advertisements 
Premises, — ^paid for Insurance 
Sundry Expenses 3 8 

do. Insurance of Stock 116 6 



565 



104 



114 



174 



1006 



9 



7 


5 
11 



14 
3 

10 
5 



17 



13 
1 
3 

15 



10 



3 



6 



9 



10 
3 
8 





6 
3 





Digiti 



zed by Google 



UNIVEBSAL 8TSTEM OF BOOE-KEEPIKG. 
SEPARATE BOOK DEBTS ACCOUNT. 
{eonUwued). 



March 2. 



Cash 
DiflcoimiB 



X117 4 3 



March 2. 
Sundries, as ^ AilowanceB Book, 
Ledger Debtors 

Cotton, — ^for returns and overcharge 
Woollen, do. do. 

Discounts and Allowances 
Ledger Creditors 
da 

£18 13 9 



March 2. 
Ledger Debtors, as V Bill Book 



Bills Payable 



March 2. 



Petty Cash 



March 2. 



565 

116 

1 



114 



174 



15 



1006 10 



5 

19 



1 
13 

3 
10 

5 



17 



17 



419 



10 
3 

8 





Digiti 



zed by Google 
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Dr. 



BAKNES S NEW IMPROVED 
SUPPLEMENTAL FORMS. No. VH., 

Cash Book in the Special Form 

CASH. 



Ledj?er 

F(>U«. 



Date. 



38 

50 



Febry 
11 

12 

I ^^ 

I 

16 



49 



56 



41 

50 



49 



16 

Febry 
16 
18 



23 

20 
23 

23 



23 

Febry, 
23 



To A. B. Smith 
J. Thompson 
White & Smith 
Cash Sales 

Ledger Deblors 



DiaeountB. 



Balance 
To P. K. Thompson, on ) 
Loan at 6 7^ ) 

Ledger CredUora 

W. Clarke 
Cash Sales 

Ledger Debtors 



Balance 



16 



Ledger < Total 
Debtors. Received. 



161 



13 



31 o; 

251810 



, 500 
200 



500 



13 6 



1210 
29 7 



561810 



756 1» 10 



655 



500 



41rl7 



11 



1197 2 4 



727,12 9 



Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPING. 
SEPARATE BOOK DEBTS ACCOUNT, 
that will be required. See Page 361. 
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Contra. Cr, 


Ledger 
Folia 


Date. 


By Black & Co. 
Wilson <fe Brown 
Black & Co. 

Ledger Creditors 

A- B. Smith 

J. Thompson 

Wages 

Petty Cash 

Balance, 

Bank 632 12 
House 22 12 11 


DiaootinU. 


Ledger 
Crudiuirs. 


Total Paid. 


52 
54 
52 

49 

1 

1 
1 

56 
' 55 


Fehiy. 
11 
16 

n 

16 

n 
ft 
n 

n 

16 

Febry. 
18 

23 
ft 
23 

ft 
ft 

n 
ti 


1 


14 

18 


4 
6 


50 

.14 

24 



3 
5 







88 

3 
3 
3 
4 

txf\f\ 


8 


o; 

5 
Oil 

A 1 1 








By Paid for Purchase of) 
Lease of Premises) 
J. Smith 
J. Clerk 

Ledger Creditors 

A. B. Smith 

J. Thompson 

Wages 

Petty Cash 

Balance, 

Bank 682 12 
House 45 9 




2 


1210 








7561810 


1 

t 




1 

1 

i 
• 


150 
2 









i 
1 
i 

1 

1 

1 


1 

1 

300 0; 

1 

1 ' ' 






152 

3 
3 
3 5 

8 4 

1 
72712 








7 

9 


; 




1 


' 


•23 


- 


- 


- 


! 




1197 


2 


4 






! 

i 






! 









Digiti 



zed by Google 



422 Barnes's kew improved 

SUPPLEMENTAL FORMS. No. VIL, 
LEDGER DEBTORS' & LEDGER CREDITORS* ACCOUNTS, 



Dr. 


Ledger 




Febry. 
March 

1 
1 

March 


16 

23 

2 

2 


To Day Book 
do. 
do. 

To Balance 




153 
131 
153 


19 

14 

5 


8 
3 
6 


438 


19 


5 


192 


6 


2 


Dr. 


Ledger 




Febiy. 

99 

March 

99 
9f 
99 


16 

23 

2 

w 
w 

99 
99 


To Cash 

do. 

do. 
Allowances 
Discounts 
Bills Payable 

To Balance 


1 
i 

i 
1 


91 

152 

104 

7 

2 

174 





7 

14 

3 

9 


10 

6 
3 

8 



631 
1061 


15 
11 


3 



1593 


6 


3 









Digiti 



zed by Google 



UNIVERSAL SYSTEM OF BOOK-KEEPIKG. 
SEPARATE BOOK DEBTS ACCOUNT, 
ftim, the PRIVATE LEDGE IL See Page 363. 
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Debtors. 



Cbeditoes. 



Cr. 



Febiy. 


16 


ByCuh 




57 


14 


10 i 


9> 


23 


da 




42 


10 


11 ' 


Manh 


2 


da 




31 


9 


s 1 


» 


>» 


Allowance 








10 ! 


» 


rt 


BiHr Receivable 




1 \H 


17 







246 


13 


3 : 


n 


n 


By Bakaoe 




1 192 


6 


2 




, 438 

1 


19 


5 ! 




=_ 











1 



Cr. 




B J Bou^t Book 
do. do. 

P. K- Thompson 
Bought Book 
Wages k Salaries 
Interest 



By Balanoe 



■ 


459 


16 


8 


1 


244 





6 


500 





i 


1 ' 380 


14 


1 ; 


i 7 


10 


1 


i 


5 


1 


1 


1593 


6 


3 



1061 



11 I ! 



Digiti 



zed by Google 
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BARNES'S NEW IMPROVED 

SUPPLEMENTAL FORMS. 
Agent's Weekly B^tums, remitted by post 



/ 


February 23. 


March 2. 


Goods received from Factory 


103 


3 


■ 
10 


150 


6 1 7 


Goods returned 








i 




Goods sold 


94 


13 


2 


126 


4 


11 


Discounts allowed to Debtors 








1 


2 





Cash Balance in hand from > 
the last week i 








9 


16 


2 


Cash received from Factory 


20 














Cash received frx)m Debtors 








59 


4 


9 


Payments for Goods purchased 


10 


3 


10 


16 


4 


11 


Payments for Expenses, viz., 














Office Bent 














Wages 








2 


10 





Sundry Expenses 








1 


13 





Salaries 








8 


10 





Commission 










9 


6 


Cash remitted to Factoiy 








37 


14 


6 


Cash Balance forward 


9 


16 


2 


2 


19 






Digiti 



zed by Google 



UNIVERSAL SYSTEM OP BOOK-KEEPING. 
No. VIIL, AGENCY ACCOUNTS, 
on Printed Forms. See Page 364. 
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March 9. 


March 16. 


March 23. 


March 30. 


119 


6 


1 


146 


3 


6 


182 


1 


7 


138 


6 


2 


14 


6 











4 


11 











101 


3 


3 


164 


2 


6 


93 


12 


9 


116 


10 


8 




14 


6 




6 


4 


3 


1 


10 


2 


4 





2 


19 





19 


18 


9 


25 


18 


1 


59 


2 


1 


30 


























64 


16 





48 


18 


11 


166 


3 


8 


56 


15 


6 


29 


6 


3 


18 


1 


8 


6 


16 





. 24 

4 

2 


4 


10 
























1 


2 


6 




















8 


10 























2 


14 


6 


48 


10 





24 


17 


11 


126 


3 


8 


67 


16 





19 


18 


9 


25 


18 


1 


69 


2 


1 


6 





7 
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Dr. 



Sundries. 



7 
6 
3 
6 



7 
3 
3 
6 
6 
4 
4 
4 
5 
8 
3 



7 
8 

3 
3 
6 

6 



February 23. 

Goods received fipom Factory 103 

Cash " I 20 

Ledger Debtors, — being the amount of Goods aoldit 94 
Goods purchased J 10 



'I 



March 2. 
Goods,- Factory 
Ledger Debtors, —for Goods sold 
Discouuts 
Cash 

Goods purchased 
Wages 

Sundry Expenses 
Salary 
Commission 
Factory 
Carriage, — A/c. to this date, payable at Factory 



March 9. 
Goods, — Factory 
Factoiy, — Ketums, 
Cash, 

Ledger Debtors, — ^for Goods sold 

Discouuts 

Cash, — Factory, 

Ledger Debtors, 

Goods purdiased 



14 6 

48 10 



30 
64 16 



3 



13 

3 



10 

2 

10 



228 10 



150 


6 


7 


126' 


4 


11 


1 


2 





69 


4 


9 


15 


4 


11 


2 


10 





1 


13 





8 


10 





: 


9 


6 


37, 


14 


6 


7l 


16 


3 



1 



410 : 16 



119 

62 
1101 



94 
29 



408 



15 

3 

14 

16 
6 



"1^ 




3 
6 


3 
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CJONTRA, 



Cr. 



8 

7 
6 



8 

7 
3 

6 



8 

7 
7 
3 

6 



February 23. 
Factory— <3oods, .103 3 10 

Cash, 20 J)_^0 

Trading Accounts — ^for Goods sold 
Cash 

Cash Balance, £9 16 2 



March 2. 

Factoiy— Goods, 160 6 7 

Cash, 7 16 3 

Trading Account 

Ledger Debtors— Cash, 59 4 9 

Discounts, 12 

CJadh, — Goods purchased 16 4 11 

Expenses, as f- Contra 13 2 6 

Factory 37 14 6 

Cash Balance, £2 19 



March 9. 
Factoiy,— Goods, 119 6 1 

Cash, _^iL_9_9 

Groods, Factoiy 
Trading Account 
Ledger Debtors, — Cash, 64 16 

Discounts, 14 6 

Cash — Goods purchased, 29 6 3 

Factory^ 48 10 

Cash Balance, £19 18 9 



123 


3 


94 


13 


1 10 

1 


3 



10 

2 

10 



228 ' 10 



158 


2 


126 


4 


60 


6 


66 


1 


410 


16 



10 

11 



11 



149 


6 


14 


6 


101 


3 


65 


10 



1 


3 



77 16 



408 1 1 



^1 r 
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2 


March 16. 


1 






7 


Goods, — Factory 


146 


3 


6 


3 


Ledger Debtors, — ^for Goods Sold 


164 


2 


6 


3 


Discounts 




6 


4 


6 


Cash 


. 48 


18 


11 


6 


Goods Purchased 


18 


1 


8 


8 


Factory 


24 

i 
1 

1 


17 


11 




March 23. 


402 


10 


10 








7 


Goods, — Factory 


182 


1 


7 


8 


Factory,— Returns, 4 11 
Cash, 126 3 8 












130 
93 


14 
12 


8 
9 


3 


Tiedger Debtors, for Goods Sold 


3 


Discounts 


3 


1 


10 


6 


Cash 


166 


3 


8 


6 


Goods Purchased 


6 


16 





March 30. 


582 


10 


6 








7 


Goods, — Factory 


138 


6 


2 


3 


Ledger Debtors,— for Goods Sold 


116 


10 


8 


3 


Discounts 


2 


4 





6 


Cash 


56 


15 


6 


6 


Goods Purchased 


24 


4 





4 


Office Rent 


1 4 








4 


Wages 


2 


10 





4 


Sundry Expenses 


1 


2 


6 


4 


Salary 


8 


10 





5 


Commission 


2 


14 


6 


8 


Factory 


67 


16 





3 


Carriage, — ^A/c to this date, payable at Factory 


4 


3 


4 


428 


16 


8 


i i 
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8 
7 



6 



8 
7 
7 



6 



8 



7 
3 



6 



March 16. 
Factory 

Trading Account 

Ledger Debtors,— Cash, 48 18 11 

Discounts, 6 4 

Cash,— Goods Purchased, 18 1 8 

Factory, 24 17 11 

Cash Balance, £25 18 1 



March 23. 
Factory 

Goods, — ^Factory 
Trading Account 

Ledger Debtors,— Cash, 166 3 8 

Discounts, 3 1 10 

Cash,— Goods Purchased, 6 16 

Factory, 126 3 8 

Cash Balance, £59 2 1 



March 30. 

Factory,— Goods, 138 6 2 

Paid Carnage, 4 3 4 

Trading Account 

Ledger Debtors, — Cash, 56 15 6 

Discounts, 2 4 

Cash,— Goods Purchased, 24 4 

Expenses, as ^ Contra, 18 17 

Factory, 67 16 



Cash Balance, dg5 7 



146 
164 

49 
42 



19 



402 10 I 10 



182 


1 


4 


11 


93 

1 


12 


169 


5 


132 


19 


582 


10 



7 

9 

6 
8 



142 
116 



58 



110 



428 



9 
10 



19 



17 



16 
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AGENCY 



' Dr. 




Ledges 




Febry. 


23 


To Sales 


1 


94 


13 


2 


Mai-ch 


2 


do. 


1 


126 


4 


11 


yy 


9 


da 


1 


101 


3 


3 


)9 


16 


do. 


2 


164 


2 


' 6 


n 


23 


da 


2 


93 


12 


9 


99 

March 


30 
30 


da 
To Balance 


2 


116 


10 


8 


696 


7 


3 


292 


19 


9 


Br. 




Discounts. 




March 


2 


To Cash 


1 


i 1 


2 





ff 


9 


da 


1 




14 


6 


ff 


16 


da 


2 




6 


4 


yy 


23 


da 


2 


3 


1 


10 


f} 


30 


da 


2 


2 


4 





7 


8 


8 


Dr. 




Casriaoe. 




March 


2 


To Gash 


1 


7 


16 


3 


11 


30 


da 


2 


4 


3 


4 


11 


19 , 


7 
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[ Debtors. Cr. 

1 


1 

March 

n 
if 


2 
9 

16 
23 
30 

W 


By Sundries 
da 
do. 
do. 
da 
Balance 


1 
1 
2 
2 
2 


60 
65 
49 

169 
58 

292 


6 

10 

5 

5 

19 

19 


9 
6 
3 
6 
6 
9 


696 


7 


3 








Cr. 


March 


SO 


By ProjU <k Lou 


5, 


1 
7 


8 


8 


7 


8 


8 






Cr. 


March 


so 


By Trade Expentes 


6 


11 


Jf9 


7 
7 


11 


19 
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SUPPLEMENTAL FORMS 
AGENCY 



Dr. OFFicaEs 


1 March 


30 


ToOaah 


2 


4 
















Dr. Wages. 


March 


2 
30 


To Cash 
do. 


1 
2 


2 

2 


10 
10 






5 














Dr. Sundry 


March 

99 


2 
30 


To Cash 
do. 


1 
2 


1 
1 


13 
2 



6 


2 


15 


6 








Dr. SAJiARY. 


March 


2 
30 


To Cash 
da 


1 
2 


8 
8 


10 
10 






17 


1 


j 
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Rknt. 


Or. 


4 


Marek 


SO 


By Trade Esqpmtu 


5 


4 
















Or. 




Monk 


SO 


'By Trade Eixpmtet 


6 


6 








6 














Expenses. 


Or. 




Uareh 


SO 


By Trade Es^mueB 


6 


S 


15 


6 


2 


15 


6 










Or. 




Marek 


SO 


By Trade Eaqmuee 


6 


17 








17 















2F 
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BAKHES'S NEW IliPBOTED 

SUFPLEHENTAL FOBM& 

AGENCT 



^ Dr. CiOMKTHSION. 


March 


2 
30 


To Gash 
da 


1 
2 


2 


9 
14 


6 
6 


3 


4 











Dr. Total Trade 

1 


99 


SO 

99 
99 
99 
99 
99 


ToGarriage 
Offiee JieiU 
Wagu 

Sundry Expvmn 
Salary 
Commitrion 


S 

4 
4 
4 
4 

6 


11 

4 
5 
2 
17 
3 


19 



15 

4 


7 


6 




43 


19 


1 








Dr. Profit & 


jiaTCn 
n 


SO 

n 

99 


To Trade Expenita 
DuteountB 

Balance, being Net Profit, \ 
carried to Factory Ac- > 
count ) 


6 
S 

8 


4S 
7 

68 


19 
8 

15 


1 
8 

7 


120 


3 


4 
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Cr. « 


March 


80 


By Trade Expemeg 


6 


S 


4 





3 


4 











Expenses, Cr. 


Movrch 


80 


By Profit and Loss 


6 


4S 


19 


1 


43 


19 


1 








Loss. Cr. 


March 


80 


By Trading Account 


7 


120 


S 


4 


120 


3 


4 









Digiti 



zed by Google 



436 



BABNES'S KBW IMPROVBD 

SUPPLEMENTAL FORMa 

AGEXCT 



6 Dr. 






Cash. 




Febry. 

March 

March 

Maixsh 

Maidb 

March 
March 


23 

2 

9 

16 

23 

30 
30 


To Sundi-ies 

To Balance 
Sundries 

To Balance 
Sundries 

To Balance 
Sundries 

To Balance 
Sundries 

To Balance 
Suudries 

To Balance 


1 

1 

1 
2 

2 


20 
20 














9 
59 


16 
4 


2 
9 


69 





11 


2 19 
94 16 








97 15 


19 

48 

68 


18 
^18 


9 
11 


17 


8 


25 
166 


18 
3 


1 
8 


192 


1 


9 


59 
66 

115 


2 
15 


1 
6 


17 


7 


5 


7 


Dr. 






Goods 




Febry. 
March 


23 
2 
9 

16 
23 
30 


To CH«h 
do. 
da 
da 
da 
da 


1 
1 
1 
2 
2 
2 


10 
15 
29 
18 
6 
24 

lOS 


3 

4 

6 

1 

16 

4 


10 

11 

3 

8 

1 

! 


16 


8 ! 






1 1 



Digiti 



zed by Google 



UNIVEBSAL 8T8TEM OF BOOK-KEEPINa. 
No. VIII., AGENCY ACCOUNTS. 
LBDOBR. 



437 



( 


Or. 


6 


Febry. 
March 
Match 
March 
March 
March 


23 
2 
9 

16 
23 
30 


By Sundries 
Balance 

By Sundries 
Balance 

By Sundries 
Balance 

By Sundries 
Balance 

By Sundries 
Balance 

By Sundries 


1 
I 
1 
2 
2 
2 


10 
9 


3 

16 


10 
2 


20 








1 


1 
19 


11 



69 





11 


77 
19 


16 
18 


3 

9 


97 


16 





i2 
26 


19 
18 


7 

1 


68 


17 


8 


132 
69 


19 
2 


8 

1 

9 


192 


1 


110 
6 


17 




7 


116 


17 


7 








Purchased. 


Cr. 




March 


30 


By Trading Account 


7 


lOS 


16 


8 


103 


16 


8 


1 1 
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BABNES'S NEW DIFBOYED 

STTPPLEMENTAL FORMS. 

AQSNCT 



7 , 


r% 


/^ 




*r^ 




Jjr. \jrooDS xi.£x;Eiy£D 




Febiy. 

Mardi 

>» 

M 
9> 


23 
2 
9 
16 
23 
30 


ToFactoiy 
do. 
da 
do. 
do. 
da 


1 
1 

1 
2 
2 
2 


103 
150 
119 
146 
182 
138 


3 
6 
6 
3 

1 
6 


10 
7 

1 
6 
7 
2 


839 


7 


9 








Dr. Tbading 


Manh 

99 

March 


SO 

99 

30 


To Ooodt,— Factory 

Bakmee, earritd to Profit) 
and Loet ] 

To Balance 


7 
6 

6 


820 
103 

120 


11 
16 

S 


9 
8 


1044 


11 


9 


348 


4 


6 
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1 

FBOU Factory, Or* 


Much 

*9 


9 

23 
SO 


EyBetarns 

do. 
By Trading Aeanmt 


1 
2 
7 


14 

i 
8£0 


6 
11 
11 




9 


839 


7 


9 








Aocx)UNT. Or* 


Febiy. 
March 

99 
99 
99 
99 
99 


23 
2 
9 
16 
23 
30 
» 


By Goods sold 

do. 

da 

do. 

do. 

do. 
Balance of Stock on band t^t\ 
cost ) 


1 

1 
1 
2 
2 
2 


94 

126 
101 
164 
93 
116 
348 


13 
4 
3 

4 

12 

10 

4 


2 
11 
3 
6 
9 
8 
6 


1044 


11 


9 


1 
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BABNES'S NEW IMPROVED 

SUPPLEMENTAL PORMa 

AOBNCT 



Dr. 



Factory, 



March 






2 
9 

16 
23 
30 



30 



To Sundries 
da 
do. 
da 
do. 



To Balance of Aasetfl in Hand — 
Stock 348 4 6 

Ledger Debtors 292 19 9 
OaBh 5 7 



37 14 
621 15 



24 

130 

67 



323 



646 



970 



17 
14 
16 



18 



INDEX TO 



6 



11 

8 




10 



2 11 



Carriage 3 

Caah 6 

Commission 5 

D. 
Discount . • • 3 

P. 
Factory • 8 

G. 

Gkx)d8 Purchased • • • • 6 
Goods received from Fac- 
tory 7 
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Febry. 
March 


23 
2 


n 


9 
16 
23 
30 


ft 


30 


Match 


30 



By Sundries 
do. 
da 
do. 
do. 
do. 



ByPrqfU 



By Balance 



AGENCY LEDGER. 



Cr. 



123 

158 
149 
146 
182 
142 



3 
2 
6 
3 

1 
9 



901 
68 



7 
16 



970 



646 



10 
10 
1 
6 
7 
6 



4 
7 



11 



10 t 



Ledger Debtors • • • • 3 

O. 
Office Rent 4 

P. 
Profit J^Loes 6 

S. 

Salary 4 

Sundry Expenses • • • • 4 

T. 
Total Trade Expenses • • 5 
Trading Account • • • • 7 

W. 
Wages 4 



Digiti 



zed by Google 



442 



BARNES'S NEW IMPROVED 
SUPPLEMENTAL FORMS. No. IX., 



Dr. BALANCE 


(oB, Statxhent of 


Of Messrs. Smith, Thompson, k Jones, 




LlABILTTIEa 
















To Sundry Creditors, viz., 
On open Accounts, as '^ Ledger 
On Bills Payable 


1 

655 
841 


18 
16 


6 

9 


U97 


15 


2 




To Estimated Loss in realising 
Ledger Book Debts 








60 










To Capital Accounts, viz., 
A. R Smith 
J. Thompson 
W. Jones 


5837 
2966 
2966 


18 
11 
11 


8 

7 
8 


11771 


1 


11 


1 


■ 
1 

i 








13318 


17 


1 






1 
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SHUHT, 

Affaibb) 

March 30th, 186& 








Or. 




AssEia 

By Cafih in hand, viz., 
In House 
At Bank 
Petty Gash 

By Sundry Debtors, vii, 
On open Accounts, as V Ledger 
On Bills Receivable 

By Stock on hand, of Finished 
Goods, Raw Material, and 
Sundries, viz., 

Cloth 

Worsted 

Cotton 

Dye Stufis 

Packing Cases 

Hay & Com 

By Qlasgow Agency, 

Value of Stock on hand,^ 
Book Debts, and Cash j 

By Value of Business Premises, 
Plant, dc Fixtures, viz., 
Premises, 

Plant, Machinety, <&c. 
Fixtures & Fittings 
Horses <& Carts 


24 

464 
3 


10 



19 


4 
3 



492 

1117 

ft 

3523 
646 

7640 


9 
2 


4 




7 
8 


10 


1 


942 
174 


13 
9 


3 
5 


1565 

619 

556 

727 

41 

15 


















3100 

4210 

150 

m 




















13318 


17 
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NOTE 

ON THE BEST METHOD OP INTBODUCING AN IMPEOYED 
FOBM OF BOOK-KEEPINO. 



Extract from Mr. Barneses "Treatise on Book-keeping, 

SHEWING THE ADVANTAGES OF A CLEAR, DISTTNCT, AND ACCU- 
RATE METHOD OF ACCOUNTS." Published by J. Haddon 8f Co. 
1867. Price One ShiUing. 

I will now make some remarks on tbe best method of introducing 
my New System of Book-keeping. 

And to all persons who may decide on introducing it I will say, in 
the first place, it can be cuiopted <U any time; and, as its object is to 
prevent losses and increase profits, there is no valid reason for delay, 
but the best time is the present. 

In the second place, there are very great advantages to be obtained 
in making any change, by securing the services of a professional 
Accountant for the purpose ; and I strongly recommend the adoption 
of this course on all occasions. My larger work, now in the press, 
will indeed ihmish all particulars that are requisite for practical 
guidance. It will not consist of forms only, with a mere skeleton 
framework of examples, but will show as large a number of entries, 
and the methods of arranging them, as will be sufficient to exemplify 
all the contingencies of actual daily practice, both in businesses 
which are in the hands of one proprietor, and in partnerships, and 
will form a complete manual and guide, with the assistance of which 
every book-keeper will find the path marked out before him, by 
following which he can easily supply whatever may be required to 
place his own accounts in a perfect form. But the questions will 
nevertheless arise, whether there is not a still easier method than 
the use of the Book, and whether something more than the use of 
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the Book will not, in nuinj cases, be of the greatest advantage. It 
must be taken into consideration, that the circumstances of different 
businesses are not only diverse, and such as to require arrange- 
ments of different characters, but there is scaroelj any existing 
business, in which the same form that is suitable for another maj 
not be advantageously varied, in order to obtain a more perfect 
harmony with its own situation and necessities; and, in con- 
structiDg any scheme that can be drawn out so as most perfectly to 
fulfil all the conditions of good book-keeping, the personal assistance 
and advice of the professional Accountant will, probably in all cases, 
be of great utility. 

And there are not only many persons who will find a difficulty 
in commencing to carry out any course of good book-keeping without 
assLstance, but there are a very laige number of men who may easily 
obtain good book-keeping and become good book-keepers, with the 
assistance, continued for some little time, of a professional Account- 
ant, who would be wholly unable to accomplish the same thing 
without such help. Those who have never been accustomed to 
systematic book-keeping, and do not know what it Lb, cannot be 
expected to become proficients in its use all at once, and merely 
from the perusal of a book ; and to offer a printed system to such 
persons, in the expectation that they will be able to set to work and 
apply it, and carry it out in their own affiurs, would in many cases 
be absolutely futile. Yet the system itself presents no difficulties, 
and when once set in action it is easy enough. The difficulty is 
only to take the first step, and when the new method is once com* 
menced, it can be kept up with the most perfect fiicility. 

In considering the method by which perfect book-keeping may 
be obtained in every business, including the smallest, I have for 
these reasons taken it to be an essential part of the plan I propose, 
and rendered necessary by the circumstances of the case, that in a 
considerable number of instances it will be indispensable, and in all 
advantageous, for the new system to be communicated personally. 
The book in which the system is explained will contain a general 

«4ft 
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form, but the Accountant in person can provide a special form for 
every buamess: he can explain the best way to adapt and intio^ 
duce it^ and his regular periodical attendance, for a few months, 
will bring with it the greatest advantages. The proprietor of the 
business will, with time and use, become certainly and thoroughly 
mastto of his own accounts; until he is so he can retain the 
assistance, when he is so he can dispense with it And in the 
meantime he is making himself practically acquainted with the 
best methods of controlling his books and securing their complete 
accuracy. 

It is requisite I should make it plainly appear, that the ooiuse I 
am now recommending is not inconsistent with the representations 
I have all along made, that good hook-keepiTig is economical. And 
this I can do very easily. It is only necessary that the Accountant's 
fee for introducing and explaining his new system, and his fee for 
attending periodically, once a month, or at any other interval, 
should be fixed at a very small charge, and the object is attained. 

I have already said sufficient to show that good book-keeping is in 
many ways profitable, often largely profitable, and sometimes con- 
stitutes the beneficent power, the one only instrumentality, that 
is able and sufficient to rescue a man from insolvency, and lead him 
to prosperity. And with this conviction in my mind, I shall, on 
public grounds, be most gratified to see my new method acquire a 
widely-extended popularity, knowing as I do the need that exists 
lor it, and the great benefits, pecuniary and otherwise, which it is 
calculated to confer on a large portion of the commercial world. 
It is already in use in a considerable number of houses of business 
throughout London ; and my vnsh and desire is, that, as it is a 
system adapted for universal use, so it should be offered to the 
public in the manner best calculated to promote its easy and general 
application. 

With these views, I have considered that in proposing the personal 
introduction of the new system as one of its distinguishing features, 
it is necessaiy that it should at the same time be stated and known. 
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that no difficulty will be occasioned on the ground of the expense. 
In cases that have hitherto come into my hands, I have found that 
in small businesses a very small fee is sufficient ; and I will under- 
take to introduce and explain it for a fee so small, as to be no 
burden to any member of the entire trading community. And as 
the labour of a regular attendance monthly or otherwise, to examine 
and check the books and ensure their accuracy, is reduced to the 
lowest possible point when they are kept by my new method, by 
reason of its simplicity and distinctness ; I am able to undertake 
the same for a sum so small, as to present no difficulty in any small 
business where it may be thought desirable to make use of it. 

The method, then, which I recommend, taken as a whole to 
signify a New and Improved System of Bookkeeping, irUroduced 
penonaUtf by the AccouaUarUj is a complete and easy method of 
book-keeping, of nniversal applicability, suitable for all businesses, 
which may be introduced with the greatest facility, and can both 
be carried out with little trouble in itself, and will save trouble 
and labour in many ways. It gives to every man who uses it an 
exact and accurate knowledge of his affibirs, and secures to him the 
satisfactory assurance that his accounts are an-anged in the best 
manner that is possible, and that they are both in form amd result 
as perfect as they can be made. It can be introduced into use and 
explained to every trader at so small a cost, that its expense will 
probably be repaid and returned with a profit almost immediately, 
through the savings it will create, and losses it will prevent ; and it 
can be kept in perfect order by means of a monthly audit of the 
books, for a cost per annum no greater than in some good retail 
shops is lost through defective book-keeping eveiy fortnight. (This 
is not a random assertion, but has been actually witnessed in my 
experience.) The results that may in all cases be expected to follow 
its introduction and use may be thus summed up: — TEOTJBLE 
SAVED, ERRORS AND LOSS PREVENTED, AND A SUB- 
STANTIAL INCREASE OF THE PROFITS OF THE TRADE. 
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NOTICE. 



JOHN HADDON & CO., 

ACCOUNT BOOK MANUFACTURERS, 

PRINTERS & PUBLISHERS, 

3, GEORGE YABD, LOMBABD 8TBEET, 

AND 

29, BUDGE BOW, CANNON STBEET. 



J. Haddon & Co. keep in stock, or supply at a day's notice. 
Account Books raled in accordance with the varions Sets of 
Books described in this Woik. In reply to an application, J. H. 
& Co. will quote prices at which they will supply any required 
Books in different styles of binding, and send samples of paper. 
Intending purchasers are requested to state the sizes they prefer for 
the various books, and the number of pages they wish in each. 
The usual sizes of Account Books are as follows : — 

PooLSOAP. — ^Broad folio, 12J by 8. — Long folio, ISJ by 6. 
Dbmy.— Broad folio, U\ by 9^.— Long folio, 18 by 7J. 
Medium.— Broad folio, 16 by lOJ.— Long folio, 20 by 8. 
BoTAL.— Broad folio, 18 by 11^ 

The usual bindings are, — ^half-bound Calf or Bazil, with cloth 
sides, — ^Bough Calf; — ^green or white Vellum, — ^Bazil (leather), 
smooth or grained, — and Bussia. 
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